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The GAO Information Technology (IT) Methodology and Standards ‘are based on the . ’ I- 

‘7 
knov!$dge acquired.from software acquisition and development practices used in both 
industry and, government. The acquisitionldevelopment ,ta& and documentation standards 

1 

represent a c&&&e of those activities, processes, and conce@ that have been validated 
I 

through use aid &&me&$ ‘& ,the Federal Information Processing St&lards WS) -( , 
: 

Publications, D&artment of Definse (Doe) ‘manuals, Institute of ,Eiect$cal and :Ele&onics 
Engine& ,(IJE&St&dards ,and various software.acquisitjon assessment models such as the 

, 

Capability l$mr& M&l (CMhi) from the Software Engineering Ins&tel (SEI), Carnegie 
! 
I 

,/ 
+jon, ~ti@i$it$ ’ ” 

.: ,; / “, : , 
,, ! / ,:; ., i 

j ; . ,  :  

The methodology reli,es, on a proven, *&&on set&? business a&roach to satisfying user ,: 
requirements. The ‘methodology advocates the acquisition, installation, and’ implementation of 
commercial-off-the-shelf (COTS) software whenever possible. When COTS ‘software - 
packages cann,ot provide the required functional capability, these procedures specify the , 
tasks/activities ‘to be performed in order to assure both GAO management and,users, that the 
final product ‘will meet the need in a timely and cost-effective manner. ), ,I ,, _, 

OIMC phs,to use the SEI’s capability maturity models’ to assess and baseline its structured 
approach as specified by these technical standards and procedures in s,atisfying GAO users. 
AS OIMc’s structured ,approach matures over time, the model will be used to evaluate and 
update the software acquisition and development baseline. The model will assist OIMC’s 
management to track and guide the ‘evolution of the “structured approach? from its defined 
beginnings to a, mature, well-managed software process. 

Additional methods and ,tools. -- such as prototyping or rapid application development -- can 
be applied to enhance this structured approach. They do not, however, negate the need for 
detailed documentation. Unless otherwise approved by OIMC management, a project 
management plan must be prepared for every project, of which a project schedule is a 
component. This project plan will describe, among other things, the documentation standards 
that will be prepared for the project based on a risk assessment. 

1 The SE1 has developed capability maturity models for assessing and improving the software 
development and acquikition process within an OrgatIiZation. : 



The risk assessment is ,conducted and included in, the project management plan to. provide 
OIMC management with an Indication of the issues and concerns associated with the project. 
These procedures contain a risk assessment tool’ which is completed during the Planning 
Phase when the project management plan is first prepared, and then again at the end of each 
subsequent phase when the project management plan is updated and reviewed and approved 
by OIMC management. The purpose of updating the risk assessment tool at the end of each 
phase is to assess whether ‘or not the risk “profile” of the project has changed, indicating a 
possible effect in the project’s cost, schedule or functionality. ,i 

There are many ways to apply the IT ‘methodology :in the development/acquisition of systems 
to sati@ user< he& Tjie GAO pmc& ‘I& a &iiiio& “waterfall”. approach.’ In this ’ 
approach, ‘the, ,proj& is broken :up into,, d&e& ma@ageable p&es. and progression to the 
next phase ,is based on ~&ple& of the cut&t phase. ‘Project ‘t&&s cari’employ other 1’ 

‘, 
‘-‘. 

maintain the application: following the IT documentation standards.’ The proposed 
documentation’ suite for the’ project must ,be presented to ‘O&C mauagement in the Piojidi 
Management Plan for review and approval. 

There area variety of terms available/used to describe the development(acquisition,,process. 
l’b f&wing ‘table shows a cross-walk betiKeen, some of ‘the terms that are used in the$ 
methodology and documentation staridards. ” : 

* The Risk Assessment Tool (RAT) is a table of weighted criteria which the project manager. 
completes by scoring the various factors for the project in five categoxiesz management, 
operations, technical risk, financial risk, and schedule. 

s St,and&ds must conform to the accepted format and cannot be combined with one another. 1, I 
/ ;  
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INTRODUCTION 
E; c B ,F - ;. 
r- 

PURPOSE 
:7 k 

,. ‘. 
The .General Accounting Office (GAO) Information Technology (II’) 
methodology is a focused, disciplined, and standardized process that. is used 
GAO wide to acquire/develop computer appiications to support congressional ~ 
directed studies. The emphasize is on early and’ continuous dialogue between 
the user and management .with regard. to the appropriateness ,of the requirement 
and the timeliness of its implementation. 

I 

This methodology provides a means for management to evaluate, proposed 
needs with respect to GAG’s ‘mission and information strategic plans in the 
early stages of the project. Projects are also evaluated with respect to their 
impact on’,pther systems and on GAO as a whole. It enhances management’s 
ability to prevent stovepipe ,system development and envelopes the system 
development process within the strategic ,planning process. x 

. 

AUTHORITY 

These standards and procedures are implemented under the authority of the 
ACG/IM&C and apply to, all GAO activities involved in the acquisition and 
development of software for c,omputer systems, including hardware, and 
operating systems as follows: 

l These procedures and standards must be used -by GAO in the 
acquisition and development of, new computer systems, the 
acquisition of hardware, and the redesign of existing computer 
systems. 

l Existing computer systems that have been developed by GAO and do 
not have an Operations Guide and Program .M#ntenance Guide-will 
develop such documentation in accordance with these standards, as 
resources permit and/or as directed by ACG/IM&C. 
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Requests for waiver from any standard or procedure contained/described in the 
GAO IT methodology and not explained in a Project Management Plan must be 
submitted in writing to the ACG/XM&C. The request must contain, at a 
minimum, the following information: 

,. Requestor’sname, address, and ,telephone ‘number 
l Standard and/or procedure from which waiver is desired 
. ‘Project, computer system,‘etc. involved 1’ 
l Rationak or justification ~forhavingthe. standard/procedure waived 
l Substitute standard/procedure whichTwill used’in order to adequately 

coirir’the.,requiiiment,” . ,. _ ; :. :, . . . ., 

l Impact statement depicting resources required to comply with. the 
standard. ,: ,. . . . .. I’ i.> 

The follo’wing terms are used in ‘the procedures to indicate the degree. of 1, ) 
compliance is required. ’ /.- 

l MzrHmeans,,that compliance is mandatory. .ACG/IM&C must ” 
approve waivers to’ using the standard and/or ~procedure,. and such 
waivers must be documented. 

., ., Should meansthat, comp1iance.k expected. .unless there is a 
reasonable basis for departure. Such departures are to be 
documented. Usually, these departures are documented in the Project 

‘Management Plan. ,, 1 e 
‘. 

l May means that this is a good practice but compliance is optional.. 

B’ACKGROUND 

The GAO IT methodology is founded -in the principles of information 
engineering which emerged as a systems development discipline in the early 
1980s in an attempt to meld existing structure techniques into an “engineering- 
like” ‘discipline for systems development. Information engineering evolved into 
an integrated set of‘forrki techniques from an enterprise ,wide business 
perspective. These techniques were integrated through the use of a-database to 
store the information generated usfng the structured techniques ~during each 
phase of the development process. This database allows changes made in one 
phase to flow through to the other phases. Since each phase draws its 
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information from the same database, the integrity and consistency of the 
information is ensured. 

Key characteristics of information engineering include active participation of. 
p 

the users throughout the system life cycle and addressing user needs from an. 
!- . 
1; enterprise perspective. An enterprise is an :organization that exists to perform a k 

‘mission and to achieve,goals and objectives. A goal is a high-level statement ‘, 
of the results to be achieved when the business strategy is, implemented.: A 
goal is an “end”~ &hich justifies the “means” orobjectives. In other war+, the ’ 
goals set the boundaries under which the,,objectives are accomplished. An 
objective is a specific, measurable step to achieve some ,goal. The objective 
represents the “means” to the. “end.” 5 

I. \ j, 
The goal of using the IT methodology is ‘to enhance’ OIMC’s support of GAO’s 
evaluator and administrative staff in their mission to “serve the public interest 
by providing members of Congress... with accurate information, unbiased 
analysis, and objective recommendations, on how best to utilitize public 
resources in support of the security and well being of the American people.“’ 

./ 
Projects are defined and evaluated with respect to their relationship to the 
organization as a whole. Proposals are considered based on how they impact 
existing systems in the organization regardless of the system’s ownership. The 
IT methodology sets up a framework for ensuring that separately designed 
systems will. fit together. 

/ ” 
DOCUMENTATION 

Documentation is a by-product for each phase of the methodology. The 
documentation represents a point-h-time status of the project as well as a 
repository of the technical knowledge acquired in the system 
development/acquisition process. It provides OIMC management with 
information to make informed decisions about management and progress of the 
project. 

1 Qualitv Imorovement Plan for GAO: Earlv Imdementation (GAO/QMG82-1. November 1991). p.4. 
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." 

The documentation requirements must be tailored to the project’s size, 
~complexity, ,atid risk. The project manager has the responsibility for 

“’ determining the appropriate level of documentation and for explaining .wfrich 
documentation standards donot ,apply and why. A Project Management Plan 
(PMP)is ,always: prepared. *The documentationto be produced .and the. 
justification, for.,excl~~ons are documented in the PMP by the project 
manager. UrilcsS otherwise directed by. OIMC management; the project. 
manager prep&s thee,agreed upon documentation suite. The PMP is -’ 
continuously presented to OIMC management at the ,end of each: phase 
throughout the life cycle of the project for review and revision. If%ertain , 
phases are combined, the project’manager explains the approach in the PMP 
and indicates when the OIMC, management reviews will, occur. ‘, 

,_ 

In preparing the indicated ,documentation,’ project managers must understand 
that the documentation standards cannot be combined and the standard format 
must be followed. If a traditional approach isnot ,used,:then the PMP must. 
contain the following information: what GAO IFstandard documents will be 
produced, when these documents will .be prepared and presented for review,. 
and finally; when and hoti OIMC management will be briefed on. the. project’s 
progress. ~ ,’ ,’ 

Date: 
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The GAO IT Methodology uses a baseline approach to project ,documentation, 
meaning that designated documents are “frozen in time” tid require a formal 
change process to be followed in order to. make a change. The baselined 
documents are those documents that are used to manage the devklo@ment/ 
acquisition and future maintenance of the system. Baselined documents must 
be kept current. The Baseline tiocumentation,table shows the baseline 
documents for both development and acquisition efforts, and for maintenance 
projects. 

i 
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The IT methodology is based on the premise that a development/acquisition 
effort is treated as a project. Consequently, throughout this document, the 
terms “project!, “project manager”, and “project team” are used. The term 
“project” is best defined by its characteristics. A project has a defined 
beginning. and end. It is only done once and is keyed to a defined end-product. 
The project, involves a multi-organizational group of individuals referred to as 
the project team. The members of the team may change from one project to 
the next. The project involves the definition and organization of activities 
(tasks) and events (milestones) to arrive at the final goal. The leader of the 
team is referred to as the project manager. The project manager’s role is 
similar to a functional manager’s responsibility in an organization with regard 
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to planning, control, and stipervision of the work being accomplished. In a 
jjro&t &&&&t, hbwc;irer, the ‘p&j+ 3itia&i ‘ha$ spltific obje&ivw 
*icb, ..w)ren achieved, means the ,end of @e, i@x$ier’s respo!@ility . ,,:__ ,’ 

_I 
.To a&Le project manager in the’ planning,.execution, &d c&&l ‘of,the . 
,activitics:performed:..i~~thie.:project, :an’:.automate,$ project management tool is 
provided Ml ‘mti ‘be: used. Thi: piojeti, mmarili&iiienti tool’ is Wed t6 dtvelop ‘a, 
pro&t, schedule.: ,TQ fa,@litqte id ,we, a ‘timdtidized prdjkt ~s~heklule’template 
has been developed. The template cont&i”iiii $ t& a$$&‘~ $ $e’ ‘. ‘,, 1”,’ ‘,I,’ 
performed for, each, phase-of the droject follow&g ,the- Infdn;;a&oh’ Techndlo& 
m@odology, it,,+? l+the lel;d or responsible individual,:fonsach,~acfivity;. ,._. 
The procedures ctintained in this ‘standard proi;i&“&’ d%il~ de$&$ions, fti?‘.‘.:, 
each- activity doc,umented. in. the project &mpla&. Jhe .goai”is’: ‘td ‘a&[& ..thi:“” ,,,_: 
project manager in mergirig the information reqi&red to manage,@e project with 
the systeilr life Cycle ac&isition/dtveldpment @dards:‘. The bbj$Ctitie is t& .j 
have a structured ou@ut(ba@inZ which ‘can, be &h&d, to.,deter&.e the 
status of the project. The schedule is created iri:the early p+rt of the project 

\ and continuous!y’ updated until the system is implemented. .. 
,’ ., ;, ‘., , 

. . ._ ,,j.: ‘_ 
&- 1 “’ ; _ ;, ,’ ., ,, 

.. 
,’ ,/ , I 1.. . 

These Information Technology methodology pr&&ir$ provide;. g~idelinks for 
the planning and execution of an orderly software development/acquisition 
project, utilizing the disciplines of information engineering and configuration 
management, formal OIMC management decision-making reviews, stqdar$ 
documentation templates, and system, quality assurance, and acceptanci tisting; 

The approach iS p&sented’& a series ,of tasks. Altl&gh thi tasks Hre- 
presented sequentirilfy’fbr discussion purposes, they tie not, necissarily, 
performed’ in “strict sequence.’ “Some ttiks are peiforin&l &o&rrentiy and 
iteratively. ‘.‘: ..:. .” 

,. ., ‘, ‘. 
The procedures are ditiided into two sections: Procedures Section and 
Documenttition Stan&d& Section. The first section contains detailed -. : 

2 While the template contains all of the activities, it is the project manager’s responsibility to tailor 
the template, that is, select the appropriate activities for the project’s size. complexity and risk 
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procedures that have, be subdivided by system life cycle phase. The second 
section is devoted to the documentation standards presented in -procedures. ‘The 
documentation standards are identified by tab number so they call be easily 
located and referenced in the Procedures Section. The reference is made by 
enclosing the letters SD for ‘Standard Document‘ followed by the tab number . 
within brackets (i.e., [SD1 ] means Standard Document Tab 1). At the 
beginning of the’ Standard Documentation Section, there is a complete list of all 
the standard documents. 

‘, 
Chapterl-Iatroductibn : 

,, 
This chapter is intended to acquaint the reader, with the concepts and 
principles .of the IT methodology, with the terminology of the discipline, 
and the step-by-step process a project undergoes in order to provide the 
required capability to the user. The step-by-step process is presented in 
a flowchart and included at the end of the chapter. 

Chapter 2 - Planning Phase .: 
’ .’ 

The purpose of this’chapter is to describe the activities performed in the 
Planning Phase of the IT process. The principal activities in the 
Planning Phase are: needs validation, feasibility and cost/benefit 
analysis, and project planning. The Planning Phase begins when a need 
is identified and documented in a Needs Statement. Besides 
documenting the need, the Needs Statement defines at a high level the 
requirements that must be met to fulfill the need. This statement is 
,reviewed by Division/Unit management and forwarded to OIMC 
management. OIMC management evaluates the Needs Statement to 
ensure that the need is clearly defined, validated, sponsored, and 
beneficial. It also considers whether the need can be satisfied by other 
current or planned projects and satisfied technically. The results of this 
evaluation are documented in a Needs Statement Evaluation-Report. 
Following management’s review and approval of that report, needs will 
be prioritized, incorporated into OIMC’s budget, and presented to the 
Information Technology Investment Committee. 

As funding becomes available, a Project Leader and Team will be 
assigned to the project. Working with OIMC management, the team 
prepares a decomposition of the activities associated with the needs 
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statement. This,decomposition is developed.within the context of an 
existing overall agency framework. The team also prepares a Feasibility 
Study to:evaluate the different alternatives that satisfy the needsin’ ES 
terms of their -advantages and disadvantages. In addition, a Cost Benefit 
Study is prepared which documents the. life cycle cost and benefits ,of, 

!- 
. 

each alternative. A Project Management Plan is .begun to lay out, 
E-7 
F 

among other things, the project’s approach and-schedule. ‘- 

Finally, the team prepares a Project Proposal Briefing to summarize the 
work performed during the Planning Phase. TheTeam briefs, the 
project’s sponsor, OIMC Center Directors, and OIMC management on 
‘the results of’the work performed. OIMC management in turn keeps the 
Investment Committee and others as necessa,$ informed on progress 
and problems. ! / ., 

Chapter 3 - Definition Phesc 

.._’ 

The purpose of this chapter is to describe the activities performed in the 
Definition Phase of the IT process. During the Definition Phase;’ the 
user’s requirements are explicitly defined. These requirements are 
specified independently of .&bow they will be addressed. Based on, the 
detailed *requirements, : a. mores realistic estimate of the costs and effort to 
complete the ,project is .made. The feasibility of’the’ system is.. ‘l 

..,determined., A configuration management ,plan is.completed that 
describes the procedures that will be used to control the changes to the 
user’s needs during .the development process. :’ ;’ ’ 

,’ 
At the end of the Definition Phase, two reviews are performed. The 
first review is between the GAO business-area users and the analysts 
who assisted in preparing the requirements and other supporting 
documentation. This S’tem Requinmtik Revieti involves the 
evaluation of the impact that the requirements have on the business area 
goals and the GAO enterprise. It is intended that this review “lock-in” 
the requirements and establish the baselhe upon which ,the application 
is built or acquired. 

The second review is performed by GAO management. The focus of 
this review is on the feasibility of completing the project. Factors 
c&dered ‘in this. review include: costs, benefits, and’ technical and 
functional feasibility. A “‘Go Decision” ‘means that GAO is willing to 
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commit the iequired”resources to complete the next phase of the project. 
A “No-go Decision” means the project is terminated. Project approval 
provides the project team ,the resources required to complete the next 
phase o;f the project, the Analysis Phase. 

Chapter 4 - Analysis 

The purpose of this chapter is to describe the activities performed in the 
Analysis Phase of the IT process. The principal ‘activities in the 
Analysis Phase ‘are: document the detailed decomposition ,of activities, 
and develop the system design specification and ?he database :’ 
specification. As the resident ,business, expert, the user is asked to work 

( closely with the analyst in modeling the proposed system based on the 
requirements defined in the Functional Description. 

Joint Application Development workshops are held. The information 
gathered during .these,workshops is used to construct two system 
models, namely: the process model and the d&a model. The process 
model documents the processes and the flow of the data through the 
system. The data model records the ~data requirements for the new 
system and is the first step in designing the system’s database and 
related.files. These system models become the key elements in the 
System Specification and the Database Specification. .(I Both specification 
documents are formally reviewed by the user, management;--and 
technical staff at the preliminary d&sign review meeting. The resirlts of 
the review are used to update and baseline the specifications. Once the 
update has been completed, a Project Decision Brief is then prepared to 
provide OIMC management with the information necessary to decide 
whether to approve/disapprove the project to prodeed to the Design 
phase. The minutes of the meeting are used to update the Project 
Management Plan.’ If the project is approved to continue; it moves into 
the Design Phase., If the project is terminated, the needs sponsor and 
user are formally notified, a closure statement is written for iriclusion in 
the Project Management Plan, and the plari is saved in the OIMC 
Technical Library for future reference. 

Chapter 5 - Design Phase 

The purpose of this chapter is to describe the activities performed in the 
Design Phase of the IT process. During the Design Phase, ,the system’s 

Introduction 
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functional requirements are compared to the, functional capabilities 
provided by commercial-off-the-shelf systems. The, results are used to i- 
determine whether to pursue the acquisition of a commercial+@the- i ~-. w 
shelf system to satisfy the user’s needs or to proceed with the , 
development effort. If the decision is to acquire an existing 

_~- 
k - 

commercial&Whe-shelf system, a procurement : team, is ,established i- 
The team prepares ,the required procurement documentation, seeks /== 
management’s approval and performs the, acquisition. ,If the system is 
to ‘be built, :one-of the first activities performed by the project team is to i 

meet with theuser(s).to design the user’s interfaces with the system. 
0 

/ 
The user3 interfaces are simulated or prototyped so that theuser ,can 
better understand their need Finally, the process and data models are 
updated. ., .- 

. ,  

4 

The design phase is concluded by a review by the users and 
management. A critical design review is held with the technical staff 
and the users in order to baseline the technical design that will be used 
to satisfy the ‘user’s functional requirements recorded in the Functional 
Description. Management reviews the results of the critical design 
review so ‘they can decide whether or not to commit the resources to 
complete, the next phase of, the. project. If ,the project is approved to 
.continue,. it moves into the Development Phase. If ,the:project is 
terminated, the needs sponsor and user are formally notified, a closure 
statement is written for inclusion to, the Project.Management Plan, and 
the plan is saved in the OIMC Technical Library for’ future reference. 

Chapter 6 - Development Phase 
-, ., i 

The purpose of this chapter is to describe the activities performed in the 
Development Phase of the IT process. The principal activities in the 
Development Phase are programming and testing. Based on the 
specifications developed in the Design phase, the programmers create 
the database and ,generate the source code. A System Test Plan, a 
Functional ,Test Plan and a User’s Guide are prepared. Both unit and 
system testing are performed. The implementation activities are planned 
and documented in the Implementation Plan. The Implementation Plan 
contains sub-plans that address such areas as training; installation, and 
data conversion. During the Development Phase, two management 
reviews are held. The ‘first review, called the Product Review, involves 
the project staff and users. The’ purpose ‘of the Product Review is to 
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establish a baseline of the system that will be implemented in the user’s 
environment. It is performed to ensure that the baselined system 1.. 
satisfies the user requirements that .were specified in the Functional 

I 
s _ & 

Description. The second review, called the End-of-Phase Review, is 
:- 

performed by OIMC management. Management reviews the results of . ;~ 
the Product Review meeting and decides whether or not to commit the 
resources required to complete the Implementation Phase. If the project 

I- 
F 

is terminated, the needs sponsor and user are formally notified, a closure 
statement is written for inclusion to the Project Management Plan, and 
the plan is saved in the OIMC Technical Library for future reference. 

Chapter 7 - Implementation Phase 

The’purpose of this chapter is to describe the activities performed, in the 
Implementation Phase of the IT process. The principal activities in the 
Implementation Phase are: quality assurance testing, system installation, 
acceptance testing, and system turnover. The Implementation Phase 
begins when a “Go” decision is made to implement the system. One of 
the first tasks to occur in this phase is to begin, preparation of the 
-Operations Guide. The operations guide is a baselined document-that is 
designed to ‘provide the operations staff with technical information that 
describes how the system operates and what tasks must be performed to 
ensure smooth operation. 

While the Operations Guide is being prepared, the system is assigned to 
a System Change Package and installed in the OIMC/OSC’s Quality 
Assurance environment so that the system can be tested and certified for 
deployment. The Quality Assurance environment is representative of 
the operational environment that,the System Change Package is going to 
be installed in. The System Change Package is tested by conducting the 
test scenarios documented in the Functional Tests Plan and other test 
plans that were prepared during the Development Phase., Problems 
identified during testing are documented, fixed and retested until the 
System Change Package passes Quality Assurance testing. Solutiors to 
problems which requikc a change to tbe existing network conf&uration 
must be documented in a System Change Request @CR) and approved 
by OlMC Management. 

When Quality Assurance testing is successfully completed, the Program 
Maintenance Guide is prepared and the Project Management Plan is 

hroduction 



Date: 1 l/l l/97 
Vir: 3 
Page 1 - 12 

/ 
updated. The Program Maintenance Guide is designed ,to provide the. 
maintenance .programmer with the’ information necessary to understand 
the system’s stntctural logic. When these technical documents have 
been updated and prepared, a Deploy’ment Review is held to baseline 

‘, a&schedule the delivery of the. System Change.Package. .A Project . 
Decision Brief is then-prepared to provide management with .the : 
information necessary to approve the System Change Package for 
deployment. : : 

1 .’ _,‘..’ ., ., 
After,approval, notifications are ,sent to users and Ne&ork :: 
Administrators informing them of the upcoming change. In preparation 
for the deployment, OIMC/OSC ipersonnel verify that the users’ sites are 
properly configured to ‘receive the System Change Package. The 
System Change ‘Package is installed at the site and’tested both 
technically and functionally to ensumthat it functions as designed. 
Local management at the site then certifies acceptance of the System 

~ Change Package: 1 

After all ,operational. sites have received the System Change Package, 
my remaining changes are made to system documents and any lessons 
learned are documented. The .Project Management Plan is .updated 
.again and the End-of-Project Brief/Paper is,prepared for OIMC 
management, the needs sponsor, and the GAO Executive Committee. \ 

Chapter 8 - Maintenance Phase 
: ,_, 

?‘he purpose of this chapter is to describe the activities performed in the 
Maintenance Phase of the IT process. The OIMC/IM&C is responsible 
for maintaining GAO’s system of local area networks and the I,, 
applications that run on them. ‘No individual may make configuration 
changes without approval from the OIMC/IM&C. The only exception 
to this rule is for an emergency changes which, is discussed in this 
chapter. 

An application enters the Maintenance Phase of the life cycle when it 
becomes operational. Once an application is placed into production, it, 
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is continually evaluated3 to identify problems or enhancements to 
improve upon the efficiency and/or effectiveness of the application. The 
procedures outlined here describe why and how.an application changes - m 

e i.e., ‘they describe the difference between a problem and an enhancement 
g 
.- 

/,. and they detail what can happen to a proposed change, depending on . 
,‘: the type of change it is: f 

$ 
: ; 

A system enhancement is a proposed improvement to- the operational 
‘system. This can range from an upgrade to an existing commercial 
software component to adding new, custom functionality. An ., 

enhancement can be proposed by a user or OIMC may solicit 
enhancement suggestions. In either case, enhancement proposals are’ 
reviewed to determine whether they can be handled through the system 
c,hange request process (described further on) or whether they are 
~significant enough that they warrant becoming a project. 

An application problem can be of two types: emergency and non- 
emergency. An emergency means a problem exists which threatens the 
integrity of the system or which threatens to halt the system 
inappropriately. A non-emergency problem means a “bug” exists in the 
existing system and a scheduled fix must be implemented. 

In either case, system enhancement or system problem, the system j 
modification is handled through a System Change Request process. 
System Change.Requests are reviewed by CIMC management and can 
either be approved or disapproved. 

When changes are made to existing systems, it is paramount that 
components of the IT process detailed in the preceding chapters are met. 
Existing system documentation must be updated, training issues need to 
be considered, testing needs to be addressed, etc. Depending on the 
nature of the change, all baseline documentation should be considered to 
determine whether or not it is affected by the change. 

3 This may be a formal process initiated by OIMC with’surveys, etc., or it can be an informal process 
initiated by sn individual. 
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DOCUMENTATIONCHANGES 

OIMC management is responsible for the maintenake of this d&me+ 
&commended chtigks should-be addressed. to Suy~ Bean, OIMYATG for 
consideration. The changes are presented to ACG/IM&C for approval. 
Comments and suggestions are .welcomed., ‘, 

. 

‘,. 
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,INFORMATION TECHNOLOGY PROCESS FLOWS 
,. 

. 
INTRODUCTION. 

The purpose of the process flows is to-document the process and ‘information &at is ‘used by 
OIMC to ensure @at information technology (IT) projects are being impleniented at ‘, ” ” 
acceptable costs, within reasonable and expected time frames, and are contribtiting to Ungible, 
observable iniprovements in GAO mission performance. The process flows ~i&tutic&e Be 
activities that niust be performed in order to select the best technology solutions’to Ski’sfjr the 
user within a .spicified time franie and ,within the projected cost& The pkcesk proirid& ai L.” ’ 
means whereby the costs,, risks, and benefits can be analyzed early on so that senior 
management decisions can be driven by accurate, up-to-date information. ., 

The process flows are divided &to the seven phases of the IT life cycle, namely:, Planning, 
Definition, Analysis, Design, Development, Implementation, and Maintenance. In the ’ 
procedures, a chapter is devoted to each phase in which a detailed description df the major 
activitks is provided. The process flows provide an overall picture of the IT life cycle 
process. Below is a table of contents that can be used to find the various activities perfcknied~ 
in the IT process. 

Page 

PLANNING PHASE 

NeedsStatement . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ;... 1 
Needs Statement Evaluation . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2 
Project Manager Assignment . . . . . . . . . . . . . . . . . . .’ . . . . . . . . . . . . . . . . . . . . 3 
Decomposition Diagram (High Level) . . . . . . . . . . . . . . . . . . . . . . . ‘, . . . . ‘. . . . . 4 
Feasibility Study . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4 
Cost Benefit Study . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . : . . . . . . 4 
Prtiliminary Project Management Pian . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ,4 
Project Proposal Brief . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .I. :. . . . 4 
OIMC Management Review . . . . . . . . . . . . . . . . . . . . . . . . . . . :. . . . . . . . . . . . 5 
.P&RandOpsReview . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5 
Executive Committee Review . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .-. 6 

Page 



Version 3 
November 11, 1997 

DEFINITION PHASE ‘- ‘, 1 L 

Decomposition Diagram (Low Level) . . . . . . . . . . . . . . . . . .‘. . . . . . . . .1 . . . . . 7 
Functional ‘Description . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7 
Feasibility Study Update . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ‘. . . . . . . 7 
EvaluathnPlan . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7 
Configu@on .:Managexnqyt Pi*, . . . . . . . . . . . . . . . . . . . ., . . . . . . . . . . . . . . . . . . . 
Systems Rqu~ments~,Review . .V . . ‘. . . . .;........................ . . .._. 

i ..’ 

Functioned Bp~eline . ,:,. . . . . . . . . . . . . . . . . . . . ,., . : . . . . . . . . . . . . . . . . . . . . . . 8 I,’ 
hjectI&cisi~~:B~ef _... :.,.; . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . :.‘..: .,.. -.., e- 
OIMC I@magcment Review . .:. . . . .+ . ,? . . . . . . . ._. . . . . . . . . . . . . . . . . . . . ? . . 
Projtit Management Plan Update . . . . . . . . . . . . ., . . . . . . ,.‘., . . . ; . . . . . . . . . ., . . 

8.. 
9 

,’ : 

ANALYSIS PHASE 

Pro& Model 
System Specific&k 

...... ........... 
., 

Data Model ............... . : : : 1”: : : 
Database Specifk+tions ,.: ............ 
Preliminary Design ,Review ......... 
Design Baseline ................. 
Project Decision Brief ............ 
OI&IC Management Review ........ 
Project Management Plan Update .... 

DESIGN PHASE. ,_ : 

Acquisition Plan ............................... ; .......... ....... li 
User Inttrface Specifications ..................... .................... 14 
Database Specifications Update .................................... ; .. 14 
Action Diagrams ............... .;. ......... .l .................... 14 
CriticalDesignReview ..... . .......... .:.. ..... ‘.,:. ... :;. ......... 15, 
Project Dkcision Brief .............................................. 15 
6IMC Management Review :. ....................................... 15 
Project Management Plan Update ...... : ... : ......................... 16 

I 



DEVELOPMENT PHASE & 

DatabaseScheme . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ...17 
System Test Plan . . . . . . . . . . . . . . . . : . . . . . . . . . . . . . . . . . . .). . . . . . . . . . .47 
UnitTests ,.................... . . . . . . . . . . . . . . . . . . ...’ . . . . . ii*..:. 17 
Integration . . . . . . . . . . . . . . . . . .,.:. . . . . . . . . . . . . .‘. . . . .‘:. . :. . . . :. . . . . ,I7 
System Test . . . .,. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . :. . . ; . . . ;:. .I’; .‘._I. . . 18, 
Functional Test Plan . . . . . . . . . . . . . . . . . . . . . . . . . 1. :. . . . . . . . .L.. . . . .1. 18 
User’s Guide . . . . . . . . . . . . . . . . . . . . :. . . . . . . . . . . . . . . . . ., . . . . . . . . . . . . . 18 
Implementation Plan . . . . . . . . . . . . . . . . . . . . . . . . . . ., . . . . . . . . ._. . . . . . . . . 18 
ProductReview . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . i.‘....... 19 I 
Project Decision Brief .................................... :. ..... : .. 19 
OIMC Management Review .................................. .:. . : .. 19 
Project Management Plan Update ................................... .' .. 19’ 

IMPLEMENTATION PHASE i 

Operations Guide .................................................. 21 
Execute Training Plan .............................................. 21 
System Change,Package ............................ :. ... ; ......... 21’ ,’ 
Quality Assurance ................................................ 21 
Program Maintenance Guide ......................................... 22 
Rollout Review .................................................. 23 
Rollout Decision Brief. ............................................ 23 
OIMC Management Review .......................................... .23 
User Notification ............................................... 24 
Installation Plan ...................... ; ......................... 25 
SCP Installation ................................................. 25 
System Test .................................................... 25 
Acceptance Test ................................................ 25 
LessonsLearned .................................................. 26 
End’-of-Project Brief ............................................. 27 
OMC Management Review ..... : .................................. 27 
P&R and Ops Review ........................................ ; ... 27 
Executive Committee Review . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 27 ~ 



Version 3 
November ll,‘lW7 

MAINTENANCE PHASE 

Issue Identification . . . , . . .‘. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 28 
Unit Support Staff Assistance . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .29 
FirstLevel of Customer Support . . . . . . . . . . . . . . . . . . . . . . . . . . . ; . . . . . . . . . 30 
Customer Support Facility Ticket . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . : . 30 I 

Second Level of.Customer Support . . . . . . . . . . . . . . . . . . . . . . . ; . . . . . . . . . . . 31 
ThirdLevelofCustomerSupport . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ;;,... 32 
Trouble Ticket Escalation Report . . . . . . . ., . :. . . . . . . . . . . . . . . . . . . . . : . . . i‘ ; 32 
FourthLeveIofCustomerSuppott . . . . . . . . . . . . . . . . . . . . . . . . . ‘.: . . . . . . . . 33 
‘Fifth Level of Customer Support . . . . . . . . . . . . . . . . . . . : . . . . . . . . . . . . . . . . . 35 
KnownIssue .................. ..r.. ............................. 36 
System Change Request ........................................... 37 
NotifyOIMCManagementofSCR.. ........................ ‘:. ... i..‘.: 37, 
Hold SCR Review Meeting with OIMC Management ...... ; .............. i 37 
Emergency System Change Request .................................. 38 
PreliminaryImpactAnalysis.. ........................ ;. ........ .; ... 38.’ 
Full, Impact Analysis .... i ......... .:. .............................. 40 
OIMC Management Review ........................................ ti 
System Change Development ....................................... 42 
Successful Implementation ......................................... 47 
Post Evaluation Process ............................................. : i 48, 

Page iv 



Version 3 Information Technology 
November 11,1997 Methodology 

0 
.I 

Planning Phase 

No 
*+. 

Ned b Closed 

Need Statement 
Nmd Statement 

Page 1 



‘_ 

Version 3 : : (‘, 

November 11.1997 
;:, .‘, 

Planning Phase .’ 

- Dlrmctor for lnfr8rmrehm DpOMiOnB 
- Director for stindards and Enwrglng lochnologies 

--- -‘nd tha tollowlng--- 
-NOdSSponror 
-UUwrGroup&Dfher8mrapproprimta . 

s 

3 
P3 

Page 2 



Version 3 

November If,1997 ’ Planning Phase 

I No 

YOS I 
C 

0 P4 

Page 3 



Version 3 

November .I I, I 997 

. ; 
I 

,, 

Planning Phase.- -’ j 

c , --I 
- lechnl#l - c -Bconomk 
- khsduk I 

c Nm 

~Functlona 

- Tschnlcal Approach 

Page 4 



Version’3 

November 11,1997 Planning Phase 

No No 

v v 

Proj8ot Mm8gsr Proj8ot Mm8gsr 
b Brt8fsOlMC b Brt8fsOlMC 

Cbnter Dltyctors Cbnter Dltyctors :, :, 
1 1 

I I 

., 

No 

OlMCMQt: 

- OIMC ACG 
- Dimctor for Ikrastructure opentbns 
- Dime&r tor’stmndsrds & Emerging Tech 

Yes 
b 

ChsnQ8s 
Msds ! 

No 

. 

Page 5 



’ 

Version 3 e 

November 11.1997 Planning Phase 

: ,. ,, 

I 

X 

t 

Pl 



Version 3 

November I I ,, 1997 Definition Phase ’ 

I , 

Fmdblllty Riporl - 

COllU~UntlCWl 
-- MaMgwnent 

.a 

Plan 

Page 7 



Version 3 

November ! l,, j997 : . . 

., 

Definition Phase L 

FUNCTIONAL I 
,BASEUNE 
ESTABUSHED t 

No b Y8ke 

,I Yea ) PUNCTIONAL 

I 

Brief 
OIMC 

g 
mlagmont 

A 
n 

\I 
P9 

- BASELINE 1 ESTABLISHED 

Page 8 



Version 3 ^ 

November 1 l,, 1997 

/ H 

? 

Definition Phase 

I Go 

No 



Version 3 

.’ 
1 

.’ , 
November 11,1997 : Analyiis, Phase 

I- 
I 

n u I I 
BUIU 

,i 
-1 

\ 

Page 10 



Version 3 

’ November 11,1997 Analysis Phase 

Aft- 
-w 

‘,1 
--- -ROjOCtBtdf 

- CM Manrger 
-otilUe 

DEBWN 
BABEUNE 

‘7 
EBTABLIBHED 

\;, 

Bnolinod 

4 r.8 -- --- ---------- 

Rojoct Do&ion 
--- RpdBrief .ctl 

DEBIQN 
BASELINE 
EBTABLtBHED 

Page 



Version 3 ‘; .,, 
November 11,1’997. 

Adyiis Phase ~ 

I 
I 

.’ I 

I I 
bobionTOQO 

1’ No& ‘. I 
IOTTOQO~ / .;1: / f,’ I 

I 

I 1 

I 
L 

0 P13 

Page 12 



Version 3 

November 11,1997 
Design Phase 

I Exoouliw Yr 

---I 
Brief OIIJC Ymmgmmlt 

L : 
No 

Y.8 
Esb#l* 

b PmaJmmalt 
Trm 

1 

1 

Bolldt ProparIs + Enlwto & Sdoct 
’ Voller + Award Contract 

\ \ 

Page13 



Version 3 

November 11,1997 

Design Phase 

Page.14 



Version 3 

November 11.1997 Design Phase ,: : 

- Functiaml Description 
- sy8t.m spodliatlonr 
l Entity Roltion8hip Diinm 

- DoWmae gpecification 
-ScranD&logw 
-Progmmsp8cliall&rr 
- Adon DhgnlIts 
- 

Page 15 



Versitk 3 

November 11,1997 
Design Phase 

I. 
DecbbnTOGO 
orNOTTOGOt6 
enDev@loprnnt - 

NoGo 

I No 

I No 

I 
I 

X 

f 
Pl 

. 

Page i6 



Development Phase .’ . . 
Version 3 

November I I, I 997 

No ,ck 

R 
0 P18 

Page 17 



-T 
j 

I 

Version 3 ,, 

Noyember 11,1997 
.‘, Development Phase 

,.-, 

Tumomr Plrn I 
Acceptance Plan 

Page 18 



Version 3 

November 11,‘19& ” ’ 

c 
Dl&ri&to ‘_ Dl&ri&to ‘_ 
~of& ~of& ., - - -, - ., - - -, - 

J J !J !J Dccumentaticn Dccumentaticn 

PRODUCT 
BASWNE 

7 ESTABLISHED 
--- 

Development P.hase, 

- PtiticMl Deacrlptkn 
l Byatem Bpeclfkatlona 
-DatabaseScherm 
~SbenDklogi 
.- Ffrcgreti S+dfk&id 
- Punctlc6al Test Plan’ 
- Implemehkn Plan 
. Ukr’r Guide 
-SourceCodc 

ii&KkOS: 
-lhr8 
- ProJect staff 
t CM Manager 
-other0 

Page 19 



B 

Version 3 

November 3 i; 1&7 *‘, Development Phsse ,, 

L-,.- -1 :1 No00 \ 

I t 
Y&S Brbf 9 

ops, Exsoutivs 
b Commlttse, 

, 

No 

Page 20 



Version 3 

November 11,1997 Implementatibn Phase. :. 
I 

Functional Tort 
Pten 

OIMC Staibdwds 
1 

7 
System Change 
Package (SCP) 

Page.21 



Version 3 

November I I, 1997 1mplementati.o~ Phase 

I 

L v 
DlS8ibUb 

l SCP 
Docwnentatlon 

-, 
DlS8ibUb 

SCP 

I Docwnentatlon 

- - Menegement 
j,i;l : ~ Ph : 

;, 

Page 22 



Version 3 

November I I, I 997 

.’ 

Implementation Phase 

cm- 
aubmlttodw 
SCRS 

- 

--- 

Am 
-0SC 
-Urn 
-Projoctst8ff 
-CMMUWgM 
-0thu8 

Page 23 



Version 3 

November 11,1997 _, ‘f ,.. 

I 

Implementation Phase 

n 

Page 24 



Version 3 ’ 

November 11,1997 
. ,, ‘,’ 

Implementation Phase 

Pa& 25 



Version 3 1 1 
November I I, I 997 ‘.,‘.’ <’ I 1 ,’ Implement;ition Phake . / 

Page 26 



Version 3 

November 11,1997 
Implementation Phase 

EE 
? 

VOX 

- 
Bti@f 

Opx,Exocutive 
Commit@ 

Page 27 



Version 3 

’ 

.~ 

-NotwortcAMnbtmtar 

lhHD- 
ksw with 

Udt support 
am 

Y No 
GG $ 
Pabe 28 



November. 11,1997 , Maintenance qhksb 
Version 3 

YOB lhltsqpcrt 
smdiBclnew 

hlKWWU.Wlth 
,’ ” llmw.~ 

I&k ( ussrUnlt’ 
support sun 

V / i L ;,, 

/ 
:/ .’ 

NC 

USS dw------‘- CUIRIM ’ 
. . - I 

- 

l Prcblorw~L 
Row’-“-- k 

KK 8 
Page 29 



Version 3 

November 1.1,1997 
Maintenance Phase ‘1 

.- 

I : 
- 
L 
E 
/ 

i 

No 

CSFClona 

cl-- 
Probbm ncket ” 

/‘. ‘. 

CSF Sends 

J Cuctomer Survey 

Revktw 

r-l 
w of 

Kncwn b8uer 

I- 
6’ 
ii 



Version 3 

November 11,1997 
Maintenance Phase 

I 

No No 



,  

1 

Version 3 . 

November I I, I 997 

Maintenance Phase ! 

No 

Page 32 



“scion 3 
November 11,1997 

(, 

0 0 NN NN 

Maintenance Phase 

Enghering Stmfl 
ldmtlfiu 

the solution 

YOB 



Version 3 

November 11,1997 

I ..’ 

; 

Maintenance ,Phase ,; 

00 .O 

c 
aonbr EnglnDof stdloithe 

: 

No’ 

Page34 



Version 3 

November I 1,19W 

0 PP 

L 

krlgn to Ato 

1 

i 
r 
,- 

Maintenance, Phase ~ 

I 

00 

8 

Page 35 



Version 3 

November ii, I 997 1 Maintenance Phase 

L’ 

I 

1  

I No 

Page 36 



I 
‘L 

Version 3 

November 11,1997 Maintenance Phase 

No 

Notlfy OIMC 
Mvtd, I 

SCR 

Hold SCR 
Revlow Mntlng 

b WlthOlMC 
Mrugrnmt 

‘I 
I 

Page 37 



. 

Version 3 

November I I, I 997 
Maintenance phase 

v 

ii&-, 

I 

r ) .! Gok* .’ - F888lbmy hctcm 
- 18cll&al 
- Eoonomlc 

.- opmuofml 
- sch8dulo 

I -No I/ 

Page 38 



Version 3 

November 11,1997 

.O Bl’ 

Maintenance Phase 

Page 39 



Versioq 3 

November 11,1997 
. Maintenance Phase 

Page 40 



#Version 3 

November 11,1997 Maintenance ,Phase 

,Ya8 Anign to 
l rnChw@ 

I- 

Page 41 



Version 3 Version 3 

November I i ,I997 November I i ,I997 Maintenance Phase ~! Maintenance Phase ~! 

Page 42 



Version 3 

November 11,1997 
Maintenance Phase ,, 

Page 43 



Version 3 

Novhiber 11,1997 
Maintenance Phase Maintenance Phase 

., ., ; ,. ; ,. 

,T 

Y88 

I1 

fi 

P45 

Page 44 



Version 3 

November 11.1997 
Maintenance Phase 

No . 

Function8lT88t 

Page 45 



Version 3 ,. 
November 11,l $h 

Jl P 

Maintenance phase ’ *,. , : 

I 

Page46 



Version 3 I 

November II, 1997 Maintenance Phase 

No, Y&e 
chmg8s i 

,, 

No ” 

I 
Log SCR 

Successful 

qi 
Implementrtlon 

JL 
Pl \I P45 

Page.47 



Maintenance Phase I 
Version 3 

Dbam Systmm 
DfJmhiil 

stmuBwlthsno ’ 
MmMgDmmnt ,_. 

L 
I 

I 

I 

No 

Fast Emlualon 

--J --J 
7 7 

srld srld 
OIMC OIMC 

&-I Ymqelnent Ymqelnent 
I 

Page 40 



Date: 1 l/l l/97 
Ver: 3 
Page 2 - 1 

CHAPTER 2.0 

PLANNING PHASE 

. 
PIlRPOSE _” 

‘Ihe purpose of the Planning Phase of &IT processis to provide management 
with quality information to -determine whether to commit resources to undertake 
the project and proceed to the next phase. ,, _ ‘. ” ” 

I. .;, .,_. 
0~~ ., ,” ‘, ‘) .’ 

The principal activities in the Planning Phase are: needs validation, feasibility 
and cost/benefit analysis, and project planning. The Planning Phase begins 
when a need is identified and documented in a Needs Statement [SDl]. I. 
Besides documenting, the need, the Needs Statement defines at a high’ level the 
requirements that’must be met to fulfill the need. This statement is reviewed 
by Division/Unit management and forwarded to OIMC. OIMC evaluates the 
Needs Statement to ensure that the need is clearly defined, validated, . .1 
sponsored,‘and beneficial, It also considers whether the need can be satisfied 
by other current or planned projects and satisfied technically. The results of 
this evaluation are documented i,n a Needs Statement Evaluation Report .[SD2.] 
Following management’s review and approval of that report, needs will be 
prioritized, incorporated into OIMC’s budget, and presented to the Information 
Technology Investment Committee, as appropriate. 

As funding becomes available, a Project Leader and Team will be assigned to 
the project. Working with OIMC, the team prepares a decomposition which 
identifies the high level activities associated with the needs statement. This 
decomposition is developed within the context of an existing overall agency 
framework. The Team also prepares a Feasibility Study [SD31 to evaluate the 
different alternatives ‘that satisfy the need in terms of their advantages and 
disadvantages, and their life cycle cost and benefits. The results are 
documented in a Cost Benefit Study [SD4]. A Project Management Plan [SDS] 
is begun to lay out, among other things, the project’s approach and schedule. 

Finally, the team prepares a Project Proposal Briefing [SD61 to summarize the 
work performed during the Planning Phase. The Team briefs the project’s 
sponsor, OIMC Center Directors, and OIMC management on the results of the 
work performed. OIMC management in turn keeps the Investment Committee 
and others as necessary informed on progress and problems. 
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KEY REsPoNsmLmEs ” =; 
: 
? 

The following table shows key responsibiiities’for each of the major activities 
performed during the Planning Phase. i. 

P 
_ __ 

‘8 Pl~g.Achvlhcs and Respqnsibihtks 
.& iAvitis .‘.Flbw‘ 4. ’ ,; ‘:. ). 

pase 
Responsib@yhad : Key i%ty~, 

Prepare Needs FPl Needs Sponsor Division/Unit 
Statement [SD11 Management, 

Lead User 
,’ ._ ., ‘. BivisionIUnit 

StWUsers 

Prepare Needs FP2 OWC Management 
Statement : 

OIMC Project 

Evaluation Repoit 
Coordinator, OSC 

WW 
,Director, ATG 
Director, Needs 
Sponsor,. Lead 
user 

Obtain FP3 ACG/IM&C Director IO, 
Management I Director S&ET 
Review/Approval i Needs ‘Sponsor 

Prepare Preliminary FP4 Project Manager 
?roject 

Project Team’ 

Management Plan ’ 
‘SDS] 

Conduct Feasibility FP4 
study [SD31 

Project Manager Pioject Team 

1 A project team may consist of project manager, lead user, database analyst, and system 
‘analysts/modelers. Specific team members are identified when they have~lead responsibility for the 
task. 
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Planning Activities and Responsibilitks 

Mqjor, Aitivities Plow 
page 

Respo@t?ili&/Lead KY Play- 

Perform cost FP4 Project wager Project Team 
Ben&t Study 
[SD41 ;, ‘, .I 

Update Project FPJ? Project Manager P&j ect Team, .,, 
Management Plan 
[SDS] ’ ” ‘: ‘- ” 

,’ Prbject 
Codidinator, 

Prepare Project FFG Project Mangier &of&t ‘T&m 
Proposal Briefing 
[SD61 

Obtain FPS Project Manager Information 
Management Technology 
Approval Investment 

Committee, 

BASELINED DOCUMENTS 

None 

OTHERKEYDOCUMENTS 

Decomposition 

Identifies the high level activities associated with the needs statement as 
they relate to GAO’s business enterprise framework. 

:- 
t 
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Needs Statement [SD11 ’ 
. 

Identifies the requirement and summarizes the specific need(s) 
generating the. requirement addressing such items as:the business area 
involved; specific improvements expected, and the benefits to the - 
overall GAO agency. : 

Needs Staten& Evaluation R&rt [SD21 j ,, :.. ..: ,,. 
Documen.ts’& results of,thi evaluation performed on the Needs’ 
Statement. The evaluation is conducted to ensure that the need- is : - 
clearly described, ..vali.dated, sponsored, beneficial; cannot be satisfied by 
curremor planned’projects, ,and can be technically satisfied. 

Feasibility Study [SD31 
,... 

Documents the practical feasibility of satisfying the user’s need(s). 

coefliii study [SD41 
/, ., 

Identifies4he costs and benefits associated with different implementing 
alternatives. Together with the Feasibility Study is used by 
management to select an approach to satisfying the needs documented in 
the Needs Statement.. 

,. 
Projict Management Plan [SDS] 

, 

Contains all the information used by the project manager to guide the 
system through the system life cycle., It also becomes a repository for 
all the documentation generated in support of the system 
development/acquisition. 
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System Change Request 

‘j Means for addressing a change or enhancement to ana existing project or 
system and the justification for and the implications of the change. 

k 
t 

Prepare Neetis Statement.:,[SDl] ,, : 
,. ,’ / 

As an ongoing process, O&C works with Divisions/Units to identify 
their information and technology needs and projects. Needs are also 
identified through other committees such as the Information Technology : 

Investment Committee (ITIC). Some of these needs/projects may have 
I 

been anticipated and included in OIMc’s Strategic Plan, Capital 
;Investment Plan, and OIMC .initiatives. For each need/project 

1 
I 

identified, a Needs Statement [SDI ] should be prepared ,to define 
requirements and describe the current ,and proposed environments with ~ 

: respect to those requirements and the expected benefits/impact on 
operations. Additionally, the Needs Statement [SDI] should identify the / (,. 1 a 
time and resources the Division/Unit is willing to devoteto helpmeet 

L- 

the needs and the priority of this need relative to its other information 
L 

and technology needs. .: 
., ‘, 

The completed Needs Statement [SDI] ,must, be reviewed.and validated 
by the Division/Unit’s management. This is especially important for 

I 

any unforeseen ‘or unanticipated, needs that may he identified ,by 
Division/Unit staff during the course of the’ year that for one reason or 
another can not wait until the next input cycle. By validating the need, 
the Division/Unit takes ownership and becomes the Needs Sponsor. 

Validated Needs Statements (SD1 ] .are turned in to OIMC together with 
any other information requested in OIMC’s call. Needs Statements 

PlMningPhc 

.-- 
b 
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prepared out&de the budget call process should be forwarded to OIMC 
management. r F -7 I_ ‘., ,& :- 

t 
,, PreparesNeeds Statement Evaluation Report [SIX] . . E 

./. )., 1 b 
GIMC ,management is responsible for preparing the Needs Statement 
Evaluation Report [SD2]. OIMC evaluates the strategic feasibility of 
the need. Working with ATG and OSC staff, the Data Management / 
Group evaluates the technical. and operational feasibility. Working with 
the lead user, the OIMC evaluates functional feasibility. The results of I 

these evaluations are documented in the Needs Statement Evaluation , 
‘,.,&pofi;(SD2]. _I ‘, :: .: ‘\ 

I 
1. 

Obtains Management Review/Approval 
1 

1.: 

The Needs ,Statement Evaluation Report is distributed to ACG/IMX, 
OIMC’s Director IO and1 Director S&ET, and the Needs Sponsor for 

review and a briefing&, held to ,discussthe need. If the ‘ACG/IM&C 
’ findsthat, the, need is: currently .being addressed or that fulfillments of the 
. .need isunfeasible: tbneeds ktatement is.disappioGed. The:ne&d may 

also be disapproved based on such’ factors as cost and risk; : ‘+ 
i- 

. . . _/I ‘4 : ./ i _’ 
All approved’,need statements are presented to the Information 
Technology Investment Committee for consideration. After a decision 
is made, ,an OIMC project coordinator should forward thi’list of. 
approved projects/activities to the appropriate OIMC staff and the Need 
Sponsors. Specifically, within,OIMC the list should be forwarded to the 
Center Directors, and the Network Configuration Manager; 

,. , 
If the need is approved and can be addressed in an existing or planned 
project, the OIMC project coordinator works with the lead user and the 
appropriate project manager (if &signed) and’ prepares; a System Change 
Request. If the project has not yet begun, a System Change Request 
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may not be needed. The need statement can possibly be incorporated 
into the existing requirements. The Needs Statement and Evaluation 
Report will be forwarded to the-project ‘Manager for inclusion: 

If the need cannot be addressed in an existing or planned project, the 
ACG/IM&‘C assigns a project manager from OIMC or from the user 
community. If the project manager .is from outside OIMC,, he. or she 
should \ydrk jointly with the OIMC project coordinator to coordinate 
+ities within OIMC. Similarly, if the project manager is, from 
OIMC, the Needs Sponsor will assign a lead userto coordinate 
a+ties within the user community. : .: ., 

After the project ‘starts, the Project Manager notifies the OIMC Network 
Configuration Manager that the project has begun. 

,’ 

Prepare preliminary Project Management Plan [SDS] I 

The Project Manager prepares a preliminary project management plan 

., 

that will grow and expand over the life of the project. This Project 
Management Plan will serve as the vehicle for completing the remainder 

of the tasks in the planning ,phase. It serves as the repository for all 
project documentation. To the extent possible, the following sections of 
the Plan should be completed: Project Description, Project, Approach, 
and Project Management. The Project Schedule section should identify 
the high level tasks that need to be completed together with estimated 
start and finish dates. These high level tasks should consist of the 
major activities associated with each of the subsequent system life cycle ~ 
phases. Detailed level tasks must be identified for the Planning and 
Definition Phases . The project manager must use the OIMC-approved 
project schedule. For assistance, the project manager may consult the 
OIMC project coordinator or their unit representative. 

As part of preparing the project management plan, a risk assessment is, 
conducted and included in the PMP to provide OIMC management with 
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an indication ofthe.issues and concerns associated wi$,,,the.project. 
The project manager uses the risk essessment tool that 1s in the project 
management plan ‘standard to assess the risk associated, with the project. 
Once identified, a risk assessment strategy is prepared to delineate the 
procedures that will be ,used to control and monitor ,$e risks. The 
results of ‘the risk assessment and. the proposed;‘Hsk management 
strategy are, documented ,in the P&D and presented to OI$C. 
maniigement;x Jn subsequent phases;,&e risk-.assessmeni tool is wed by 
he #ojecham I w update: the.,proje&s risk ~asse.ssment and to Teport the 
status to, OIMC management. The purpose of updating ,$he risk- 
assessment at the end of each phases is to assess,:whether or not the risk 
“profile” of the project has changed, indicating a possible effect in the 
project’s cost, schedule or .functionality. 8’ 

: 
\ The risk assessment tool is composed of risk criteria. ?he risk criteria 
are the factors (uncertainty) that may influence the outcome of the 
acquisition/development project. These risk factors are grouped together 
into profiles based on their shared meaning. The risk profiles identified 
are: management technical; operational, financial, and schedule. !The 
degree of risk associated with each’factor is graded by rating the risk as 
low, medium ‘or high. Scores for low, medium, and high are 1; ,2, and 3 
respectively, The score is calculated by multiplying the risk level by 
the weighing factor for the risk factor/criteria. The assessment tool 
should’be completed by the project team (including the contractor). 

) 
The risk assessment should -be conducted ,in the following manner: 

l Distribute the assessment tool to each member of the team. 
l Ask each team member to fill out one profile. They should read 

the risk criteria/factor, decide on the leve! of risk associated with 
the factor, multiply the risk level (13) by the weighing factor 
and record the score on the form. 

l Discuss the results of the profile and based on these discussions, 
scores may be changed. No change is required. 

l Repeat the above steps for each profile area 

, 

Plumimg Phmc 
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l Collect ‘the forms when all the profiles have been scored and 
discussed. 

: Summarized (average) the scores for each profile. 
l Record the totals on the Risk Assessment Summary Sheet in ‘the 

column labeled “Score”. 
l Copy the recorded total to the appropriate Risk ‘Level (low, 

medium, and high) based on the ranges specified for ‘each risk 
level; / 

l Add all the recorded profile totals, and record the Igrand total in : 
the Overall risk box., ’ 

l Circle the risk level range that the grand tota ,fa.lls into. ‘. ., 
l Determine the documents to be prepared based on the overall 

project risk score (low, medium, high) by referring .to the I : 
Documentation Standards and Risk Level Listing. ‘* Retiktibq 
this shoirld only be tied & a guide. The projecf mtiager h=, 
tbe rcsponsibiiity to decide which documenti &e to be prepareb! 
3;6eprqectt’s document list is rccoidcd in the PMP when frost 
prepatcd and’is preserited. to OIMC mauagement for approval at 
the end of the Pianningpbarc. 

l Brief the ‘project team members. 
l Prepare a Risk Assessment Strategy that describes the actions to 

be taken- to control and monitor any risk factors that were scored 
as “high”. 

l Prepare a briefing chart that presents the. risk assessment, results 
and the plan to control and’monitor “high” risk factors. In “. 
subsequent phases, prepare a Risk Assessment Status chart that 
informs OIMC management of any changes in the project’s risk 
profile. .\ /:,,. ,. 

I. / 
The project’s risk profile ‘can also be used to assist the project manager 
in determining the level of documentation needed for the project A 
risk-based documentation guide is included in the appendix to’this 
chapter. There are, of course, other factors which suggest required 

’ documentation.’ The following scenarios should be used to assist the ’ 
project managerin identifying the appropriate documentation suite. 

t 
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Finally,the PMP also outlines the briefing schedule the project manager intends to use 
to keep OIMC management informed on the project’s progress. At a minimum, this 
briefing schedule should contain the end-of-phase briefings outlined in each phase of 
the process. Additional briefings should be held for issues/items that warrant 
management input or approval ,during’the phase. ‘. ‘, . ; 

CopduCt Feasibility Study [SD31 

The Project Manager begins the Feasibility Study by first contacting OIMC to arrange 
for the preparation of a decomposition which fits within the overall agency framework. 
The project manager, together with the user and an .OIMC analyst develop the, 
decomposition, identifying the high level activities associated with the Needs; 
Statement and their relationships to GAO’s overall business enterprise framework. The 
project manager then begins the task of identifying alternatives for meeting the needs 
and the advantages and disadvantages of each from each of the following viewpoints: 
operational, technical, financial, schedule, and legal feasibility. As appropriate, ,the 
project manager should call on others in GAO, such as OIMC’s Center Directors, 
economists, etc., to assist in this evaluation. Ideally, at least three alternatives for 
meeting the needs should be considered, one of which is to do nothing, i.e., maintain 
the status quo. The results of these effofls are documented in the Feasibility Study 
[SD31 and copies should be distributed for review and comment to members of the 
team and others that participated in the study. 

Pianning Ptwe 
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’ .Conc,urrent w+ initiauon::of the Feasjbihty Study [SD! ] or shortly thereafter, the 
,Project,Manager will begin the Cost Benefirs Study. This study expands on the 
Feasibility Study by Jooking into the life qzle’ costs and benefits for each of the 
alternatives identifiedjin the Feasibility St&y. The Pro+ Manager should obtain 
a~+sta.tict fgqr~~ t@ :office .of Chief Economist to prepare the study, @ecific~ly help 

i F. 

and gujdance in computing present value:cc.%s and benefits and performing’ a 
E 

Sensitiity Analysis; Jf. applicable. Divisior economi+ also can be, used for this * 
_ 

purpose. The results of’these ef%orts are dotumented in the Cost Benefit Study [SD4]’ 
F 
F 

~.. and copies of the completed.study are distributed for review and comment to members ! 
of the team and others that participated in the study. ( ” ; .,’ 

Prepue’Pn$edProposal Briefing [SD61 ‘: ’ 

After completing the Project’Plan, the Project Manager and team prepares a Project 
, Proposal Briefing. The purpose of this briefing is to obtain approval to proceedto the 

Sefinition phase and, if needed, acquire additional resources for the’ project. The 
briefing summarizes the project and presents the results of the work performed.during. 
the Planning Phase. It should also prompt the Project Manager to update the risk 
asmwneni and bring any significant changes to management’s attention. .’ 

‘/ 
Obtain hagement Approval (End-of-Phase Briefing) 

Prior to the beginning of any briefing, the Project Manager should distribute copies of 
the briefing and all the documents prepared during the Planning phase. to the 
individuals to be briefed. Preferably, these materials .should be distributed at least two 
weeks in advance of any scheduled briefings. 

The project manager consults with the @MC Center Directors as appropriate prior to 
briefing OIMC Management. Once OE$C Management approves the project to 
proceed to the next phase, the.Project Manager briefs the Needs Sponsor, user, 
community and OIMC Center Directors as appropriate. 
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If OIMC Management approves the project to go on to the Definition Phase, the 
project manager baselines the schedule and the project continues. 

If OIMC Management disapproves the project to go to the Definition Phase the project 
manager notifies the Need Sponsors, the lead user, and others as appropriate. The 
project manager prepares a written statement that explains why the project was 
disapproved. This statement is ,included in the Preliminary Project Management Plan 
and the plan is placed in OIMC’s Technical Library for future reference. 

L 
Up&e the Project Management Plan [SDS] 

The project manager updates the Project Management Plan with all the approved 
documentation changes. A copy of the changes is used ‘to update the Project 
Management Plan that is filed/kept in the OIMC Technical Library. Once completed, 
the project formally proceeds to the Definition Phase. 

PIming Phase 
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CHAPTER 3.0 

D-ON PHASE 
: 

PURPOSE 

The purpose of the D&it-i@ Phase, js to define, the requirements. in explicit 
enough terms to determine whether or not it is feasibl$ to continue the pioject, 
and to establish the contrdls’that will ‘be us&d to manage the project, assuming 
it moves forward. “- 

‘. .“) 
,. ,, 

OVERVIEW ./ 

During the Definition Phase, the user’s requirements are explicitly defined. 
These requirements are specified independently of how they will, be addresstd. 
Based on, the dettiled iequirenients, a more realistic estimate of the coti and 
effort to complere the project is made. The feasibility of the system is 
ditermined. ,A ConfigtiFation management plan is completed that de&bes the, 
procedures that, will be ,used to control the ,changes to the user’s needs &ring ,‘, 
the development process. 

At the end of the Definition Phase, two reviews are performed. The first. 
review is between the .GAO business area users .and the analysts who assisted 
in preparing the requirements and other supporting documentation. This .j 
S+tem. Requiremez$s Review involves the evaluation of the impact that the 
requirements have on the business area goals and the GAO enterprise. It is 
intended that this review “lock-in” the requirements and establish the baseline 
upon which the applicz#ion is built or acquired. 

The second review is performed by GAO management.’ The focus of this 
review is on the feasibility of completing the project. Factors considered in, 
this review include: ., costs, benefits, and technical and functional feqibility. A 
“Go Decision: means that GAO is willing to commit the required resources to 
complete the next phase of the project. A “No-go Decision“ means the project 
is terminated. Project approval provides the project team the resources required 
to complete the next phase of the project, the Analysis Phase. 
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KEY RESPONSIBILXIIES 

‘The ,following table shows key responsibilities for each of the,.major activities 
performed during the Definition Phase. 

Prepare Functional F’P7 
Description [SD71 

,, 
Update Preliminary Fp7 
Feasibility and 
Coft Studies, 
[SD39 SD41 

Prepare Evaluation PP7. 
Plan [SD81 

Project Manager Project Team’, 
Users, OIMC 
Data Management 
Group ’ 

Project Manager Project Team 

.>. 

Project Manager ” Project Team, 
OIMC/ATG, 
‘oIMclosc, TI 

?repare FP7 ‘i Project Manager, 
Zonfiguration 
vlanagement Plan 
SD91 .’ 

document Changes PP8 Project Manager 
D Project Plan 

Project Team, 
OIMC Network 
Configuration : 
Manager, 

Project Team 

Iold Systems IV8 
Lequirements 
Leview 

Project Manager Project Team, 
OIMC Network 
Configuration 
Manager 

1 A project team may consist of project manager, lead user, database analyst, and system analysts/modelers. 
Specific team members are identified when they have lead responsibility for the task. 

Dcf~Phue 
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Definition Ack&ies and Responsibilities ” 

. 

BASELINED DOCUMENTS 

,s 

Functional Description 

Provides detail requirements specifications for solicitation of a 
development contractor. to design a capability to satisfjl GAG needs or 
to acquire a commercial software package to satisfy GAO needs. 

Evaluation Plan 

Describes how it will be determined whether or not the functional 
performance of the system addresses the need, including whether or not 
the costs and benefits were met and’realited. 

Configuration Management Plan 

Deftion Pha8c 
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I- Describes how theintegrity of the need-is maintained.and 
communicated through the -definition, design, ‘development and 
maintenance of the project. ” 

PRC&EDiJREs , 

Prepare FunctionaI Description [SD71 
. ‘. 

II :. ). ., I;, ‘. .I 
At this point in the life cycle, the proposed project has been evaluated 
by OXMC man agement and determined feasible. The next step is to 
expand on the initial need statement to explicitly .define, .+at the : 
requirements of the project are. Although in this phase the requirements 
are defined only in terms’of what functions must be addressed, .this 
functional description (FD) is used to determine how&e requirement 
will be addressed is subsequent phases. 

: .: ‘, ,. L 

The functional description that is detailed during this phase is the’ ” 
baseline functional ‘requirement. It’is a configuration item, meaning 
once it has been reviewed and accepted by both OIMC management and 
users, changes to it are controlled and must be approved by the project 
team. 

‘, 
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Once users are satisfied that, the FD explicitly defines their requirement, 
the project ,manager schedules a Systems Requirement Review (SRR) 
with the users, the project staff, the CM manager and any other 
appropriate staff. .The purpose of a SRR is to formally agree on the 
requirements as described:in the functional description. If changes need 

> 

:i I 

to:be made, they are made and the document is reviewed again by all 
parties. Once.the FD isformally accepted, the functional baseline has 
been established and the FD becomes a configuration item. 

., -. 
Update Pr+inay Feasibility and Cost Studies~ [SD3, SD4 1, 

. ..‘. ” ‘. ,’ 
After the functional description [SD71 is prepared, the Project Manager 
updates the preliminary feasibility study end cost benefit analysis which / 
were prepared in .the.Planning Phase. 

I 
! *, ,, .’ 1. 

‘The feasibility study (SD31 identified the various alternatives for the 
3 

project from the viewpoints of operational, technical, financial, schedule, 
and legal feasibility. This document is updated to reflect that more is 
now known about the project because the specific needs have:explicitly 
defined in the FD. i 

I 
/ 

I 
.:, This document will ‘be used by OIMC management to determine 

whether., or not the project should go forward to the analysis phase. fn 
Ej 

P&pare Evaluation~Plan (SD81 i / 
Dkng this phase, the Project ,Manager prepares’an evaluation plan 
which describes how,the success ,of the project will be measured. This 
includes a description of how it will be determined whether or not the 1 
functional performance of the system addresses the need, whether or not 
the expected benefits were realized,. and whether or not the system cost 
fiat was predicted. 

The plan should describe the approach that will be used to compare the 
new system with the previous operation, how information will be 
collected, and when it will be collected. It should detail the 

DcflnilioaPhme 
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The functional~description~is developed within..the context of an 
enterprise framework. 2 In the previous. phase, the Planning Phase, the i 
project manager would ,have ‘provided, OIMC the initial needs statement ;: $ 
for, review. OIMC determines where/bow the proposed’ system relates 

. . 

‘. to *existing GAO business areas. The OIMC review the initial L 
de@nposition.-,to .identify in which business area(s) the;system belongs P 
and to identify potential-relationships -to existing systems. This 
information is provided to the project manager. OIMC continues to 1 
work with the team, however, in developing their requirements to assist -1 
in identifying additional relationships and to, assist in ensuring: ! 1 
consistency between applications. 
,‘. ‘. ‘- .‘. ._’ ,’ .; 
The functional requirements: ‘are’ developed by’ the’ Project Team and 

I 
i 

users. It may also require the assistance of additional-OIMC/ATG I 
analysts. It is developed by taking the initial decomposition and 
“driving down” .each ,process to its most elementary process: This. 

‘1 
ji documentation is captured by an analyst through .the use .of a modeling 

tool to facilitate its ~maintenance. This modeling musts’be done 
.according to the modeling, guidelmes identified in the Modeling 
Standards Guide. :., :, ‘. ,_ 

The.processes can be identified through any number of .ways, the most 
common being a joint application design (JAD) workshop. where’users E- 

are brought together with analysts to discuss the requirements together 
to minimize misunderstandings. Typically, these workshops ‘take several 1 
days and while the users are communicating their requirements to the r 
gdysts, the analysts graphically, capture the information and ,then 
present it back to the users to ensure they have adequately capture the 

:.,need. 1 ‘. 
I 

It ia important during this,process to identified shared functions and/or i 
processes. If possible, existing code should be shared: ,,Any 
inconsistencies should be brought to the attention of the data manager. 

\ 

* The enterprise framework represents a high-level model of the existing agency functions and proceiscs. 

DcftnicionPhuc 
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measurements that will be used. These should, coincide with >the project 
objectives as outlined in the Project Management Plan.’ : 

The results of the evaluation are documented in the Evaluation Report. 
, This Evaluation Report is prepared according to the time frames 
i established in the Evaluation Plan. The Evaluation Plan lays’ out .the 

points at which. an evaluation is ,conducted. +n Evaluation ,Report may 
be prepared at each, interval or it may be,.appropriate to prepare a single 
Evaluation Repot-l which summarizes ,each. evaluation. .’ I 

.: ,, ,’ 
&me &&j&on zagem& plan [SD91 , ” (111.’ 

During thisphase, the.Project Manager also develops a, configuration 
management plan which describes how the integrity and continuity of 
the project will be controlled. This includes an explanation of how. 
changes to documents prepared during the project will be managed. I 

If an item is identified, as a configuration item, changes to it must be 
reviewed and approved by. the project team and any others, as ‘, 
appropriate; depending on, the nature of ‘the change: If a change, to a 
configurationitem is,required, the project manager should distribute the 

,,, proposed change to all team members prior to. meeting to discuss the 
proposed ,,change. The team then meets and discusses the proposal. The 
project manager needs to identify in the plan .how items which are 
turned down will be handled (i.e.,,how they will be documented and 
who will be notified and how). If a proposal is approved, the change is 
made and OIMC .management and the Need Sponsor are notified, if 
appropriate. 

. 
Document Changes to Project Management Plan ,jSDS] 

When the above activities have been.completed, the Project Manager 
annotates the changes that need to be made the to Project Management 
Plan [SDS]. This includes a review of the tasks outlined in the project 
schedule and their, associated estimated start and finish dates. These 
changes are identified so that when OIMC management is briefed at the 

Dcflniho Phase 
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end-of-phase briefing,,the Project Manager can inform management of 
changes to the schedule. 

Hold Systems Requirements Review 
‘, ‘, : 

After. the .work. for this phasefhas :been completed~.and.,prior to’ briefing 
OIMCmanagement on the:project’s status; the project ,manager :_’ 
schedules a systems: requirement :review. The purpose of the ,SRR is to 
review and accept the functional requirement as the : baselined !: ‘. 
requirements for the system. This sexes as the basis for which, ‘future 
work is built on. :. .,.. ., :-. ‘,: ,j , : 

The SRR also serves to give the team the opportunity; to, review and 
I 
/ 

revise the evaluation .plan and the-configuration, plan-- :, : i. .: . ,.,:t. ‘,’ 
mare Project Deck& Paper/Briefing [SDaO] 

1 
.’ ., *.. 

i 

.After completing,.the Project !Plan, the ,Project Manager and team 
prepares a Project Proposal Briefing. The purpose of this briefing is to 
obtain approval to proceed to :the,Definition phase and, if needed, 
acquire additional. resources for the project: The briefing Sirmmari&es 
the. project and presents the results of thework. performed during the 
Planning Phase. Itshould also.,prompt the Project Manager to ,update 
the ‘risk assessment and bring ‘any’ significant changes to management’s 
attention. : I! ,. 

*,:’ ,. .’ 
Obtain ,Management ReviekApproval (End-&Phase ,Briefing) F 

_ 
Prior to beginning of any briefing, the Project Manager should distribute 
copies of the briefing and aI1 the documents prepared,during the 
Planning phase to the individuals to be briefed. Preferably, these 
materials should be distributed at least two weeks in’ advance of any 
scheduled. briefings. ; ,: 

1. 
The project ‘manager consults with the OIMC Center ,Directors’as 
appropriate’ prior to briefing OIMC Management, Once OIMC 
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Management approves the project to proceed to the next phase, the 
Project Manager .briefs the Needs Sponsor, user community and OIMC w Center Directors as appropriate. 

. 
If OIMC Management approves the project to go on to the Definition 

.’ ‘Phase, the project manager baselines the’ schedule and the project 
continues. 

If OIMC Management. disapproves the project to’go to the Definition, 
Phase the project manager notifies the Need Sponsors, the lead user, and 
others as appropriate. The project manager prepares a written statement 
explaining was disapproved. This statement is included in the 
Preliminary Project Management’Plan and the plan is ‘placed in OIMC’s 
Technical Library for future reference. 

Update Project Managenknt Plan [SDS] 

The project manager updates the Project Management Plan with all the 
approved documentation changes. Once completed, the project formally 
proceeds to the Definition Phase. 
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ANALYSIS PHASE 

PURPOSE 

The ,purpose of the Analysis Phase of ITprocess is to apply structured 
techniques to examine the user requirements. This analysis is performed to 
ensure that the ,definitions and”relationships -of the ,data and processes are 
consistent with the user requirements as a whole. 

: ‘I 

&owIEw 

The principal activities in the Analysis Phase are: document the detailed 
process and data models, and develop the system ,design specific,ation and the 
database specification. As the resident business exp,ert, the user is asked to 
work closely with the analyst in modeling the proposed system based on the 
requirements defined in ,the Functional Description [SDS]. 

Joint Application Development workshops are .held. The information gathered 
during these workshops is used to construct two system models, namely: the 
process model and the data model. The process model documents the 
processes and the flow of the data through the system. The data model records 
the data requirements for the new system and is the first step in designing the 
system’s database and related files. .These system models become thi key 
elements in the System Specification (SD1 I] and the Database Specification 
[SD12]. Both specification documents are formally reviewed by the user, 
management, and technical staff at the preliminary design, review meeting. The 
results of the review are used to update and baseline the specifications. Once 
the update has been completed, a Project Decision Brief [SD131 is then 
prepared to provide OIMC management with the information necessatyto 
decide whether to approve/disapprove the project to proceed to the Design 
phase. The minutes of the meeting are used to update the Project Management 
Plan [SDS]. If the project is approved to continue, it moves into the Design 
Phase. If the project is terminated, the needs sponsor and user are formally 
notified, a closure statement is written for inclusion in the Project Management 
Plan [SDS], and the plan is saved in the OIMC Technical Library for future 
reference. 

I. e 
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KEYRESPONSll3lLITfES 

The majority of the tasks contained in the Analysis Phase are the responsibility 
of the project team and OIMCIATG. Refer to the table below for who is 
responsible for each of the analysis activities. . 

Documetit Project Project Team 
Management Plan 

FP11 Project Manager 

Changes .’ 
: ,, .’ 

Hold Preliminary ‘Fpl 1 -Project Manager ,’ Prbject T&m, 
Design Review ; U&x$, %OIMC/ATG, 

~oIMc/osc, 
Trtining Institute, 

.’ Network 
Cohfigur&tioxi 
Manager 

? A project team may consist of project manager, lead user. database analyst, and system 
analysts/modelers. Specific team members are identified when they have lead responsibility for the 
task. 

Andylit Phase 
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-  

Analysis Acthjties aud~Rcsponsibili?ies 

BAS-,DOCUMENTS 

System Specific&ions [SD1 I] 

Provides the technic&staff and user with a detailed “design definition” 
of the system’s functions, processes and data flow required to satis@ the 
user’s information requirements. 

Database Specifications [SD121 

Provides the technical staff and user with a detailed “data definition” of 
how the data requirements for the proposed system/change will be 
implemented. - 

AJldysisPhmc 
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OT&RK&YDOCUMENTS 
._’ 

E 
Project Decision Brief [SD13 ] e:- ‘E F ~ij r- :-. 
Provides the necessary information for OIMC management to decide 

_- 
* 

whether,the project is approved/disapproved to proceed to the next 
phase of the system life cycle, Design 

b -;i 
I , 

Joirit +pplication’ Development Memorandum 1 
I 
I 

Documents the results of meetings held between ,the user and technical 8. 
stafT as related to the development of the process. and data models. I 

ProjiLt kan&ement Plan [SDS] ! ,. 

Contains all the information used by the project manager to guide the 
system through the system life cycle. It also becomes a repository for 
all the documentation generated in support of the system 
development/acquisition. 

RELATEDFORMS 

None. 
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PROCEDURES 

Build Process Model 

The purpose of the process model is to document the system’s 
processes, inputs, outputs and data stores. Processes are the work 
performed on incoming data flo&(s) to produce outgoing data flow(s), 
Inputs are the data that flow into a process. The outputs are data that 
flow from the processes, and a. data store is a place where data 
accumulates. The tool used to depict the’ processes, data flows (inputs 
and outputs); and data stores is the data flow diagram. 

.x. . . 
The analysts and the users create a process model to gain a better 
understanding of which processes documented in the decomposition will 
be affected/changed. by the new system. fThe decomposition was 
completed in the Definition phase and included as an appendix to the 
Functional Description [SD7]. This data flow modeling effort builds on 
the decomposition and allows both the user and analyst to agree on how 
the processes interface with each other by graphically documenting the 
data flows ‘among the processes. . . 

If Joint Application Development workshops were used in the Definition 
phase to create the decomposition, the same workshop participants 
should be used, in the Analysis phase to create the process model. If ’ 
Joint Application Development workshops were not used in the prior 
phase, they should,be used to involve the user and gain their business 
input to the development of the process model. If the project manager 
is not familiar with holding a Joint Application Development workshop, 
OIMC’ management will provided the necessary expertise. 

To prepare the data flow diagram, the following steps should be 
completed: 

l Prepare a context level date flow diagram. This is the 
highest-level view of the process model. At the context 

ii 
i 
5 
i2 
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level, the proposed system is depicted as a single .process. 
The purpose is to graphically show how the system will 
interface with other GAO systems. ‘:.,.. 

l Prepate tie oycM’cw data k&w diav. The purpose is to 
show tkmajor processes ,of the system and their interaction 
among themselves. While the context level data fl0.w 

,’ / diagram shows how the system wili react to other ,GAO 
systems, the ove,&ew data flowdiagramshows what are the 
major processes of the system,, and how’ ‘they will work with 
each other within the system’s boundary. The ,processes 
drawn and ,defi.ned in the decomposition diagram, which was 

.’ construdted in. the Definition phase,,, are now-used to prepare 
the overview and subsequent data flow ,di.agrams; Any 
changes (addi$on, omission, or modification) to,these 
decomposition processes are documented and’ used later by 
the project team to update previous baselined documents. It 
is important to maintain consistency (process names, 
definitions, etc.) between the decomposition diagram tid the 
‘data flow diagrams as well as among the different levels of 
data flow diagrams. 

‘, ,.: 
l DSW the pnhlitie level data flc%diagnzms. The’ purpose is 

to reach a,level of detail that idktifies- the ,primitive data 
’ stores and data ,flows;, Primitive means the process &not be 

further defined *by another level of detail’. ” 
; I 

l Genentte am&is reports. Fe ,purpose. of. the analysis 
reports is to assist the modeler in maintaWng“data 
consistency between ,levels of data flow diagrams. 

Andy8isPhmsc 
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Prepare System Specifications [SD111 

Once the process model has been constructed and reviewed by the 
workshop participants, the project team should prepare the design 

7 

specifications for the system. Refer to ,the documentation standards for 
_ 

the format. 
F. id ” 

While this, task is presented after the activity of building the process 
model, it should be noted that much of the documentation to be 
included in the System Specifications comes from other documents 
already completed as well as from the information created during the 
process modeling workshop. In essence, the System Specifications is a 

,’ point-in-time picture, of the design of the system as represented by the 
process ,model and supportive information (data store listing, data flow 
listing, process and entity association matrices, etc.). 

, 

In the process of preparing the’ System Specifications, the project team 
should compare the processes and their definitions with those used in 
the decomposition. The data stores (names and what is stored) should 
be compared with other agency data stores to ensure data integrity. 
Changes to previous system documents (Functional Description, etc.) 
should be recorded. These changesare reviewed by the project manager 
to determine.if the functional baseline established at the end of the 
Definition phase has been changed. If so, .a system change request must 
be prepared. When the change is textual and does not require any 
additional time or monies to complete the project, the system change 
request is approved at the project level by the project manager. ,When 
the change requires additional time or monies to complete the project, it 
is must be approved by OIMC management. The change process is 
documented in the project’s Configuration Management Plan [SD9]. 

When the System Specifications document is completed, it is distributed 
and reviewed by the project team. The document is updated as 
appropriate in accordance with the project’s change management 

Analysis Pkmu 
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process. &nally, the document will be formally distributed, reviewed and 
baselined at the preliminary design review. 

’ Build Data Model 
b 

The purpose of the data model is to document the data the system needs 
to satisfy the functional requirements of the user. It models the data 
stores identified in the data-.flow diagrams (process model) independent 
of how ,the. data is used.. ,This does not imply that the data m,odel 
.cannot be built prior to, the process model. It does imply. thereshould 
be consistency between’both models. The focus is on the data stores as I 
entities and the relationship that exists among these entities. The entity I 
relationship diagramis the data modeling tool used to define these I 
relationships and record their structural properties, known as attributes. 
The data model provides an effective way to document, analyze and 
control the definition of the system data requirements. The data ’ 
description becomes the. blueprint for design of the database. I 

[I 

Before creating the data ,model, the project manager and the OIMC Data 
Manager should discuss how the Computer Assisted System Engineering 
tool is going ‘to be .used and. how .the team plans to integrate their data 
model with ,the overall GAO agency data model. The, purpose of 
discussing these topics is to make sure that the project team takes 
advantage of prior experiences and work performed in the creation of 
data models, especially with the, Computer Assisted System Engineering 
tool. It.also alerts the OIMC DataManager that future-assistance may 
be required by the project team to accomplish their data modeling work. 

To create the data model, the analyst must work with the user. This is 
accomplished by holding Joint Application Development workshops 
with the users. The workshop participants should be the same as those 
involved in preparing Wprocess model. ’ 
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To prepare the entity relationship diagram, the project team should: 

l I&jtifJ rbe entities. An entity is,anything about which the 
user wants to store data. Different methods can be used to 
identify entities. One method is to review with the user the . 
data stores that were recorded in the data flow diagrams. If 

-,I the’prckhs model was not created, then the focus should be 
<on” ivhat dati is captured, stored and organized by the user to 
‘ produce tii# inform&on’ required’ to get ‘the job done. If the 
,project involves niodifling an existing system, the Computer 
Assisted Software Engineering tool can be used to reverse 
engineer the system’s database to reveal its ‘entities, attributes, 
and relationships., Whatever method’is used, ,the entities must 
be identified ,arid their properties (attributes/fields/data 
elements) must be ‘definecl. The user’s’,business terminology 
should be used to name entities. These entity names should 
be compared with li,st of GAO enterprise entity names. 
There should not be any duplicates nor should two different 
entities have the same name-or definition. Do noi repeat the 
same attribute in different entities. An attribute should be 
associated withcone and only, one entity. : The’ team should 

.: j review ,the entities and their properties with the.users. ,’ 

l Define the reiationshjw behveen tie entities. A’relationship 
is the link or association between the entities. The 
relationship is defined in both directions by specifying its 
properties which are: the relationship’s name and its 
cardinaIity“Cardinality refers, to the maximum and minimum 
number of.occurrences of one entity associated with an 
occupance of the other entity. For example, in a 
decomposition, a firaction (entity type) consists of 
(relationship’s name) one or more (cardinality) processes 
(entity type). After the relationships have been defined, they 
should be reviewed by the user. If using a Computer 
Assisted Software Engineering tool, a entity to entity matrix 

AJmlyrL Phase 
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.can be generated to verify the relationships between the 
entities. i. .T 

A 
l Dnrw tie entityrc~ationsh~~ diagtm. Following the :. 

information engineering modeling standards, the entity . 
relationship diagram: is drawn. JYhe first level of the entity 

i 
5 

,relationship. diagram is called. the context level. The context 
level data model only shows the names of the entities I 
invoked. The purpose is to.inglicate thy ,enterprise entities t 
that will. be used. to implement the system. The next level of I 
the entity relationship diagram is called, the essential level. I 
In this,case, the context level entity relationship diagram is i 

expanded to include the entity relationships (name and 
cardinal@) and properties/attributes. The essential entity 

.( relationship diagram reflects the systemfs data requirements 
when the database is constructed. II 

1 
;I 

I 
Prepare Database Specifications [SD121 

Once the data model has been constructed-and reviewed by the users, 
the, project teamshould prepare ,the,. Database ,Specifications [SD 121 for 
the system. Refer to the documentation standards for the format. 

L. 

Much of the .documentation to be included in the Database 
Specifications comes from the information created during the data 
modeling workshop. In .essence, ‘the Database Specifications is a point- 
in-time picture of the design of the system’s database as represented by 
the data model and supportive information. The specifications will be 
updated in the Design Phase when the. data model is normalized. 

In the process of preparing the Database Specifications, the project team 
should compare the entities and their definitions with those used in the 
process model. Changes to previous system ‘documents should be 
recorded. These changes are reviewed .by the project. manager to 

AnaiysisPhase 



Date: 1 l/l l/97 
Ver: 3 
Page: ,4 - 11 

determine if the functional baseline established at the end of the 
Definition phase has been changed. If.so, a system change request must 
be prepared. When the change is textual and :does not require. any 
additional time or ,monies to. complete,,the project, the system change 
request is approved at the project level by the project manager. .When . 1 

‘. 8he change requires additional time or monies to complete the project, it,, 1; 
is must be approved by OIMC management. The change ,process r 

procedures are documented in the’project’s Configuration- Management 
Plan[SD9]. ‘, :., ,. 

.‘, L< _j, 
When the Database Specifications are completed, it is distributed and 
reviewed by the project team. :The document: is updated as appropriate 
in accordance with the project’s change process. Finally, the document 
will be formally distributed, reviewed and baselined at the preliminary 
design review. 

I  ,’ 

Document Changes to Project Plan 

The project team prepares a documentation change package that will be 
used in the PreliminaryDesign Review. The change .package must 
include at a,minimum the following: 1; 

l changes to existing documents 
. new’documents created during the phase 
l updated project schedule detailing the tasks for the next phase 

of the project 
l updated.Project Management Plan pages detailing the 

activities to be. performed in the next phase of the project 

The documentation change package is distributed to those’ individuals 
who ‘are asked by the Project Manager to participant in the Preliminary 
Design Review. The participants should receive the change package 
two weeks prior to the Preliminary Design Review. 
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Hold Preliminary Design Review .. : 

Foliating completionof all the phase tasks and the.documentation 
change package has been assembled, a Preliminary Design Review 
meeting is held. The. review is scheduled at the end of the Analysis 

/ ,’ Phase- an&prior to&e End-of&Phase Review. The meeting ‘is chaired by 
the’ system’s .Project :Manager.:t: In, addition to the project team, the 

’ OIMCNetwork Configuration Manager and.Data Manager., 
representatives from OIMUATG, OBWOSC, Training Institute and the 
user community are in attendance. 

/. ,, ‘.. /i 
The purpose of the Preliminary Design. Review,is to ensure that: 

~, .L ; : 
” l the process modei has been completed and reviewed for such 

items as: 
- no black holes, miracles or gray holes exist 
- followed standard naming conventions 
- communicates management’s view’ of the, business 

l the System Specifications [SD111 provides the required detail 
to guide-the design the system ‘. -. :, 

l the data model .has been completed and reviewed, for such 
items as: ‘. \ 

- entities have been reviewed’, with the. appropriate users 
- data requirementsare in enough detaii so that the 
database design process can be-performed in the Design 
Phase 

l the Database Specifications :[12] provides the necessary 
information to guide the design of the database and files 
during the Design Phase. 

l proposed changes, generated during-the Analysis Phase were 
acted upon and recorded in accordance with the project’s 
configuration management procedures 

l the system as described in both the System Specifications and 
Database Specifications meets the user’s requirements as 
stated in the Functional Description [SD7]. 

Analysis Phase 
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With regard to satisfying the user’s requirements, known functional 
deficiencies and their impact on user’s expectations are also documented 
and presented at the Preliminary Design Review meeting. If the 
deficiency requires a change to the Functional Description [SD71 or any 
other system documentation, a System Change Request is prepared for 
review and presented for discussion at the Preliminary Design Review. 
T’he System Change Request is approved/disapproved in accordance 
with the project’s Configuration Management Plan [SD9]. 

/ 
The w&s of the Pieliminky Design R&view meeting are the 
following: ’ 

l updated system documentation ” 
l established design baseline. 
l written project status report 

Prepare a Project Decision Paper/Brief 

The project manager will prepare a Project Decision Briefing/Paper 
[SD13 ] to OIMC Management for review and approval. The purpose of 
this briefing is to present the results of Analysis Phase and the 
Preliminary Design Review to ACG/IM&C at the End-of-Phase Review 
meeting. It must contain the, necessary information required by 
ACGAM&C to decide whether the project should proceed to the Design 
Phase or be terminated. The briefing should succinctly recap the work 
accomplished in the phase. It should also prompt the Project Manager 
to update the risk assessment and bring any significant changes to 
management’s attention. The extent and the type of summarization 
should be adapted to the complexity and size of the project. Refer to 
the ProjectDecision Briefing/Paper [SD133 standard to understand what 
information must be included. 

halysi Phuc 
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The End-of-Phase Review is chaired by ACG/IM&C and is held at the 
end of the Analysis Phase. The review participants are: 

l Director. for Infrastructure Operations, 
l Director for ,Standards and Emerging Technologies, 
l Project Manager. and team,, _, 
l Needs Sponsor 
l User from the user community (selected by the Needs 

Sponsor) 
l Training Institute representative 
l OIMUATG representative + 
l OIMUOSC representative ’ _, .:., I, 
l OIMC Network Configuration Manager 
l OIMC Data Manager 
l Others (as invited by ACG/IM&C) 

The objectives of the End-of-Phase meeting are:: 

l to review the, work accomplished to.date, 
l to. discuss sny ,known .functional deficiencies and issues, 
l to .decide whether the project should proceed to the Design 

Phase or be, terminated. 

It is,the project manager’s responsibility to scheduled the meeting and to 
provide the necessary, documentation to the meeting’s participants. The 
key briefer is the project manager. Since a milestone in the project’s 
history has been reached, the project manager prepares an End-of-Phase 
memorandum that summaries the meeting’s discussions and records the 
ACG/IM&C’s decision. The End-of-Phase memorandum is distributed 
to the meeting’s participants. A copy of the document is included in the 
Project Management Plan [SDS]. 

AndysisPhve 
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Following the briefing, the project manager updates the Project 
Management Plan with all the approved documentation, changes. A 
copy of the changes is used to update the Project Management Plan that . 
is filed/kept in the OMC Technical Library. Once completed, the 
project formally proceeds to the Definition Phase. 

Andyris PhJK 
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CHAPTER 5.0 
“, 

DESIGN PHASE 

PURPOSE. 

The purpose of the Design Phase of the IT process is .to evaluate and select the 
physical implementation alternative to satisfying the user’s.requirements. The 
decision, to build or acquire would have been made by OIMC Management 
previously based on the results of the Feasibility Study [SD31 and the Cost 
Benefit Study [SD4]. If the decision was to build ,the system, the process and 
data models are further refined and used to, describe the system’s physical 
characteristics and how it will ,operate in the user’s environment. If the 
decision was to acquire an ‘existing :commercial off-the-shelf‘system, the 
requirements reflected in the process and data models are used in the 
procurement selection process. 

During the Design Phase, the system’s functional requirements are compared to ,j 
the functional capabilities provided by commercial-off-the-shelf systems. The 
results are used to determine whether to pursue the acquisition of a 
commercial-off-the-shelf system to satisfy the user’s needs or to proceed with 
the development effort. If the decision is to acquire an existing commercial- 
off-the-shelf system, a procurement team is, established. The team prepares the 
required procurement documentation, seeks management’s approval and 
performs the acquisition. If the system is to be built,,one of the first activities, 
performed by the project team is to meet with the user(s) to design the user’s 
interfaces tith the system. The user’s interfaces are simulated or prototyped so 
that the user can better understand their need. Finally, the process and data 
models are updated. 

The design phase is concluded by a review by the users and management. A 
critical design review is held with the technical staff and the users in order to- 
baseline the technical design that will be used to satisfy the user’s functional 
requirements recorded in the Functional Description [SD7]. Management 
reviews the results of the critical design review so they can decide whether or 
not to commit the resources to complete the next phase of the project. Jf the 
‘project is approved to continue, it moves into the Development Phase. If the 
project is terminated, the needs sponsor and user are formally notified, a 
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closure statement is written for inclusion’ to the Project Management Pian 
[SDS], and the plan is saved in the OIMC Technical Library for future 
reference. . . 

KEY RESPONSIBILITlES 

The <majority .of&e tasks tintLined in thi Design Phase, are the ~Icsponsibil& 
of the p;ioject+team and OlMC/ATG. Refer to $e table :on<the next page for -..- ’ 
wfio.plays a ro;le.:& &ch,&&e &ign~a&titi& .r-- .:,I '. 1. . 

“'1 \ 
*' ., :. :::., i l _:, : '. ,", :, 

'_ ; I,., I ,,'! .., ,, j 1 ',, !"<' ,~. -' I"%/' _ " "" '. 

Compare FP13 Project Manager 
&mctional & 
Technical 
Requirements 
against : , 
commercial off- I’ 
the-shelf software 
packages 

Prepare FP13 Project Manager 
Acquisition Plan 
PDl!l 

Project Team’, 
Users, OIMCIATG, 
oIMc/osc,’ ” 
TraiTing’ Institute, 
OXMC Data 
Management Groaii’ 

Project, Team, 
Users, OIMC/ATG, 
oIMc/osc, IT 
Procurement 

Prepare Decision’ FP13 
Paper/Brief 

Project Manager Project T* ,. 

[SD151 

. 
1: 

’ A project team may consist of project manager, lead usq‘databasc analyst. and system 
analyst/modcle~. Specific team members are identified when they have iead responsibility for the 
task. 

Dcsigll Pluu 
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Design Activities ‘and Responsibilities 

Major Activities 
+ 
Brief OIMC 
Management 

Plow 
Pee 

Responsibili@VLead Key Players 

FP13 Project Manager OIMCIACG, 
Director for 
Infrastructure 
Operations, Director 
for Standards and 
Emerging 
Technologies, 
Project Team, 
Needs Sponsor, 

Qcquire the 
:ommercial off- 
he-shelf system 

Besign User 
nterface [SD 16) 

PP13 Project Manager 

FP14 Project Manager 

User, Training 
Institute, Network 
Configuration 
Manager, 
OIMC/ATG, 
oIMc/osc, IT 
Procurement, Data 
Manager 

OAM, Project 
Team, IT 
Procurement 

Project Team, 
Users, OIMCYATG, 
Data Management 
Group 

Jpdate the 
database 
ipecifications 
SD121 

)esign the 
Zlient/Server 
Vograms 

FP14 Project Manager Project Team, 
OIMCYATG, Data 
Management Group 

FP14 Project Manager Project Team, 
OIMC/ATG 

Design 
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Des&n Activiti&s and Responsibilities 

Training Institute, 

Paper/Brief “. 
[SD181 ’ 

Brief OIMC. FP15 Project Manager ‘~OIMC/AC~, 
Management ’ Director, for . .., ” 

I@strubture .’ 

c I. Operations, Director 
,, ,’ for Standards and 

.. Emerging I, 
,. Technologies, 

Project Team, 
Needs Sponsor, 
User, Training 
Institute, Network 
Configurhiori 
Manager, 
OIMC/ATG, 
OIMCIOSC, Data 
Manager 

, 
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Provides the technical staff and user with a detailed “data definition” of 
how the data requirements for the proposed system/change will be 
implemented. This document was initially prepared in the Analysis 
phase and is now updated in this phase. Its final version will become 
part of the Program Maintenance Guide [SD271 

Acquisition Plan [SD143 

Provides management with information on the acquisition objectives, 
defines the operational user requirements, identifies the acquisition and 
approval authorities, and specifies the acquisition’strategy for obtaining 
,the commercial off-the-shelf system. This document ‘is coordinated, with 
the Office of Acquisition and Management. ” 

User Interface Design Specifications [SD 16 ] 

Provides the technical staff with the design of the input and output 
requirements of the proposed system. Its final version will become part 
of the Program Maintenance Guide [SD271 

Program Specifications [SD1 71 

Provides the programmer with the logic of a program(s) in sufficient 
detail to permit coding. Its final version will become part of the 
Program Maintenance Guide [SD271 ’ 

Dtrign PhUC 
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A&pi&ion Decision Brief [SD 151 

Provides, the necessary information for OIMC and OAM management to . 
decide whether the Acquisition Plan. contains the, appropriate 
information for the successful acquisition of, a commercial off-the-shelf ‘, 
system. 

-  
m 

L . -  :  

I- 
’ Li - 

Project ,Decision Brief [SD 181 
,‘.: ,, 

Provides the necessary information for OIMC management to decide 
whether the project is approved/disapproyed to proceed to the,next 
phase of the system life cycle, Development 

‘c. , / 

- \- 4 

RELATED FORMS. p 

None. 

PROCEDURES ~ 

If OIMC Management’s decision was to build thesystem, the project 
team starts the design process by directing their focus on the further 
refinement ,of the data model created in the Analysis phase. Refer to 
the Design User Interface activity and a discussion of prototyping,.for 
further information. If the decision is to.buy the system, the next major 
activity is the ,development of the Acquisition Plan [SD14]. 

Compare Functional ,ar;d Technical Requirements against Commercial 
Off-the-Shelf Software Packages 

Before a decision can be made on which software package(s) GAO 
should buy, the project team should solicit the help of the users, and 
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form an evaluation group. Copies of the system documentation (e.g. 
,functional description, &tern specifications, ,etc.) generated to date are 
distribtited to the group *embers. Based on the users’ requirements as 
reflected in these documents, the evaluation group documents 

b management’s constraints (e.g. budget limit, time required, etc.) and 
*; develops the. criteria that will he used to evaluate, whether any 

commercial off-the-shelf software, package can .satisfy the users’ needs. 
The team selects a minimum set of criteria and constraints. that will be 
used to narroti the range of software packagesto a few before, the full 
evaluation is performed. Once accomplished, the selected software 
packages are then evaluated; The evaluation results and the group’s 
recommendation ,are recorded in ‘a memorandum to OIh@ATG. As a 
minimum, the memorandum must ,include the, following, items: the’ 
criter&and constraints that were used to select the software packages 
‘for full evaluauon; the software packages.that were evaluated, the 
criteria that ,was used to perform the evaluation, the group’s 
recommendation and the justification for the recommendation. Based on 
this evaluation, the group may recommend that OIMC Management 
reconsider its decision to buy Commercial Off-the-Shelf’ Software and 
build an application to satisfy the user’s requirements. This may occur 
if the evaluation shows that there isn’t any software available to .meet 
the requirements at a reasonable cost. A copy of the memorandum is 
placed in the Project Management Plan [SDS]: 

Prepare an Acquisition Plan [SD141 

The Acquisition Plan [SD141 defines the objectives, operational 
requirements, acquisition authority, approval authority, approval process 
and acquisition strategy for obtaining the commercial off-the-shelf 
system to support the user’s requirements. 

Design P&se 
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At this point in the system life cycle there is, a commitment .only t0 
consider the acquisition of the-system. ,, The purpose of thepreparing the 
Acquisition Plan [SD 141 is to provide OIMC, and .OAM +v$h en@@ 
information to make an informed decision, on ,whether acquiring the 
capability through the, purchasetof a commercial off-theyshelf system is . 
the best ,solution and-meetsbudgetary constraints.. The, key objective of 
the plan is <to provide -the’necessary information, and,justifjcation to 
make, the: acquisition, decision. Refer to the docum,entation standard for 
&L$a;niiai &&&tent,& &e plan. ’ . . J. ;y.,’ ! 1 ,, ‘, 

,, .,._ ‘., /I: *, ‘, ‘, .,,: _, :y ., ,;,, ,’ 

When preparing the, plan, the project teamshould solicit the assisrance 
of others tith ‘experience in software acquisi,tion.,(Manager IT, 
,Procurement; OAM) and training (Training Instit.ute).. When completed, 
the project manager ‘should critically~ examine the Acquisition .Plan 
prepared,;by the team to. ensure that the necessary .procurement actions 
are clearly delineated and directed to .fulfilling. the acquisition, testing 

: and implementation requirements. Depending upon the scope of the 
.acquisition; ‘the.project manager,distributes the.,.Acquisition Plan to the 
appropriate OIMC Directors for. comment. If. required, changes are 
made; : ,.’ ,’ 

,_. : 
.! 

Prepare Acquisition Decision Paper/Brief [SDIS] 

The project team prepares an Acquisition Decision Paper/Brief to 
present the Acquisition Plan [SD.l4j to OIMC/ACG for approval. It 
must contain the necessary information requi,red by the Directors for 
Infrastructure Operations and, for. Standards and :Emerging. Technologies, 
to advise AC.G/Ih$&C on whether to approve .or disapprove the 
acquisition. The .brieflng should highlight the acquisition ..strategy, 
present the budget impact, and discuss how the software, package 
satisfies the user’s needs. It should also prompt-the Project Manager to 
update the risk assessment and bring any significant changes to 
management’s attention. The briefing details should be adapted to the 
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Needs Statement 

.‘d’, 
1.0 VALIDATION OF NEED(S) , /, 

_‘. 
QuaiiL& @e need for a proposed finctional requirement. 

-, :: ,: I. . “’ 
1.1, Requirement Statement I. ,,‘. i.’ i :/ ._:.., ,, .‘i : ., 8,. %. 

Define the requirement and ‘summarize the specific need(s) generating the 
requiremenr; addressing: 

‘_. 
” l Business/application area concerned by the need, 

l The specific inadequacies and: limitations creating the need.’ 
l ‘The specific, improvements the capabilities sought by the 

requirement expect to provide. : 
l The benefits to the overall GAO agency. 

Division/Of&e Commitment ’ 
‘* 

1.2 
‘, ;, 

Specify the point of contact (POC) that has been assigned within the 
DivisionlOffke to address .questions regarding this need statement. Identify the 
time and resources the division/office is willing to devote to the project. 

1.3 Priority of the Need 

Provide an indication of the relative priority of this requirement in’ relation to 
other requirements for data automauon supph wkhin your org=itition and, if 
known, within GAO’s IRM Strategic Plan and/or Capital Investment ‘Plan. 

2.0 REQUREME~ DESCRIPTION 

P/ov& a brief back@& and description of the currCbt application envihfnmenr and 
the proposed requi&nenr suficient to promote general understanding of the 
application. 



‘\ 
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Pap: 2 

2.1 B&ground 

Briefly explain the significant events leading to a request for the requirement. 
Is the requirement needed to solve a problem, if so, describe the problem area. 
If the requirement is intended to improve productivity, describe how it will 
enhance the process. 

/‘. :,: . . 
2.2 CulTent Environment 

, ., 
Briefly indicate the major functions performed and current methods/procedures 
employed, to ‘satisfy the current operational requirements. L 

2.3 Proposed Environment 

Describe the proposed environment by explaining the new methods/procedures 
employed to satisfy the current operational requirements. Specify the 
differences between the current and proposed environments. 

2.4 Antioiprtsd Impact 

Describe the expected benefits and the impact on local and global GAO 
operations. 

3 .O SUMMARY RECOMMENDATIOtiS 

Provide appropriate recommendations on tbe developmeaYbcquisitioa of an application 
to saris& the aied @arive to GAO’S Mission, and if &town, ‘to GA 0 L OIMC Strategic 
Ph. 

APPENDIX 

A - Need Validation Coordination Sheet 

B - If required. 

C - If required 
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Needs Sta&m Eviuation, 
Report , 

ExEcurlvE SUMMARY * 

1.0 BACKGROUND /, : 

1.1 Purpo= 

State the purpose of the document. For example, the needs statement 
evaluation is conducted to ensure that the need is clearly described, validated, 
sponsored, ben4ci’al. cannot be satisfied by current or planned projects, and 
can be. t&hnicah’y satisfied. 

1.2 IT Methodology Reference > 

Identify the phase and the step in which this document is being prepared and 
reviewed. Indicate when this document should be updated. 

1.3 Assumptions 

List the assumptions pertaining to the evaluation. An,assumption is a statement 
that may or may not true, but must be accepted as at least part of the basts for 
your reasoning. 

1.4 coastr8intr 

Present any known or anticipated constraints to the need such as financial 
constraints, legislative or poiicy constraints, and changing hardware or software / 
environment. 

1.3 Cliteli8 

Refer to the Needs Statement Evaluation Report checklist for the list the 
criteria used in evaluation. The checklist should be included as part of the 
repon (Appendix A) 

SD2 I I I I 9’ I’3 

I  



I 
Date: llUlLd&,? 
Ver: x 
Page:,’ 2 

1.6 Terms and Abbreviations ‘l;’ 

Provide the terms and abbreviations that are unique to this document. 

1.7 References 

Identify e&ting references which would provide funher support for the 
evaluation and recommendation. 

2.0 REQUIREMENTS ., 

2.1 Needs Statement, 

Define the requirement and summarize the specific need(s) generating the 
requirement. Refer to the Needs Statement (Attachment B) and Needs 
Evaluation Coordination Sheet (Attachment C) 

2.2 RoposedEnvilonment L 

Describe the proposed environment by ‘explaining the new methods/procedures 
employed to satisfy the current operational requirements. Specrfy the 
differences between the current and proposed environments. Refer to the ’ 
Needs Statement paragraph 2.3. 

3.0 EVALUATION RE$ULl’S 

In this section, provide high-level management with comments resulting from 
answering any’of the evaluation factors wtth a “No” on the Needs Statement 
Evaluation Report checklist. If all evaluation factors have been responded to with a 
“Yes” and there are no further comments, then a statement such as ” The Needs 
Statement &as been reviewed and complies with the needs documentation standard”’ 
should be made,. For any evaluanon factor responded to with a “No”;, provide enough 

- - -information-so_ the N.ee.ds_Sponsor..c_an_ understand why the Needs Statement did not 
conform with the documentation standard A paragraph should be-devoted to Gch 
“No” response. The title of the paragraph should be the’itaiic word or phase used in 
the evaluation factor. 

SD? 11119’ L3 
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Needs Statement Evhxsitih Report 
Cheddist 

YtS No N/A EGilurtidd Factors ’ 

1. The purpose of the needs statement is clearly stated. 

2. JIIC needs statemerit reflects the users’ needs to carry out their 
role in GAO’s mission. 

‘., ‘. 
3. The needs statement specifies and ju&ies the priority of thi 

need. ‘. :: :. 
4. Th< needs statement’has been v#&zted by the us&s”; ’ I 

management. 2 _( :‘- i 

5. Exisiing system urchitecrzve and fimctions to be supported (i.e. 
description) arc clearly defined. ,/ 

6. The differences between the cur&t a&‘bro@ed environment 
are explained. 

7. Justificution for the change(s) is clearly stated (i.& sblvc a 
problem, compliance with a new agency policy, or enhance a 
process). 

_. 
8. Sponsorship for the change, h+s been propos,ed. 

9. F@ing source has been identified. ‘. .’ .- 

10. User src# tim has been proposed for participation in the project. 
especially in the definition. testing and impltmentati& activities. 

11. The potential mngible 6enefits arc documented., 

12. The needs statement reflects the users’ needs as indicated in 
GAO’J t&U Strategic Plan odor r& Capital tnvesiment Plan. 

statement can not be s&&ed‘by &rrent,br ptanW&- 



...
. 

- 
...

 
...

...
.. 

...
...

.. 
. 

.' 
...

...
 

...
...

.. 
t-.

 
a 

. 
. 

. 
_ 

. 

. 
. 

. 
. 

. 
. 

. 
.’ 

.’ 

. 
. 

. 
. 

. 
. 

. 

...
...

.. 
...

...
.. ...

...
. 

...
...

.. 
...

...
.. 

...
...

...
 

...
...

.. 
...

...
.. 

...
...

.. 
...

...
.. 

...
...

...
 

...
...

.. 
...

...
...

 
...

...
.. 

...
...

.. 
...

...
.. 

...
...

.. 

. 
. 

. 

. 
. . 

. 

...
...

...
 

...
...

...
 

...
...

.. 
...

...
.. 

...
...

.. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. . 
. . . 

. 
. 

‘_ 

. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 

. 
. 

. 
. 

. 
. 

. 
. 

...
...

...
. 

...
...

...
 

. 
. 

. 
. 

. 
. 

. 

. 
. 

. 
. 

. 
:. 

. 
. 

. 
. 

. 
.---

 
. 

. 
i 

. 
. 

. 
. 

. 
. 

:. 
. 

. 
. . 

. 
. 

. 
. 

. 
, 

. 
. 

. 
. 

. 
. 

. 
. 

. 
...

...
.. 

...
...

...
 

....
....

 
....

... 
....

... ....
... 

....
... 

....
... 

....
... 

....
... 

....
... 

....
... ....
... 

....
... 

; 
....

.. 

W
hJ

N
h)

N
t4

(3
N

 

. 
. . . 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

&w
ww

ww
ww

w 

. 
. 

. 
. 

. 
. 

. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 



. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

‘. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. . 
. 

. 
. 

. 
. 

. 
. 

. 
\ 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. 

. 
. . 

. 
. 

. 

. 
. 

. 
. 

. 
. . 

. 
. 

*P
O 



Feasibility Study 

ExEcurrvEsuMMARY 

1.0 BACKGROUND 

1.1 

1.2 

1.3 

1.4 

1.5 

1.6 Terms and Abbreviations 

SD3 111197 

Date’ ml& Ii&y 
Ver: X 
Page: I 

State the purpose of the doc.ument. For example, the feasibb!‘liry shrdy is an 
investigation conducted to establish the practical justification of........... i! terns 
of foIlowing quantifiable features: 

IT Methodologv Reference 

Identify the phase and the step in which this document is being prepared and 
reviewed, Indicate when this document should be updated. 

Assumptions 

List the assumptions pertaining to the study. An assumption is a statement that 
may or may not true, but must be accepted as at least part of the basis for your 
reasoning. 

‘I 

constraints 

Preient any known or anticipated constraints to the project such as financial 
constraints, legislative or policy constraints, and changing hardware or software 
environment. 

Criteria, 

List the criteria used in study. The criteria are those standards, requirements. 
or limitations used to evaluate the various alternatives proposed to .sausfy the 
stated need as documented in the Needs Statement. 

Provide the terms and abbrewattons that are unique to this document 
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1.7 Referams’ 
jI 

Identify existing references which would provide further suppon for the 
feasibility study and the final recommendation. 

2.1 Needs Statement 

Define the requirement and summarize ihe specific need(s) generating the 
requirement. Refer to paragraph 1.1 in the Needs Statement. I ,/. 

2.2 General Description 

2.2.1 Current Environment 

Briefly indicate the major functions performed and current 
methods/procedures employed to satisfy ‘the current operational 
requirements. Refer to the Needs Statement paragraph 2.2. 

. 

2.2..2 Proposed Environment 

2.3 

Describe the proposed environment by explaining the new 
methods/procedures employed to satisfy the current operational 
requirements Specify the differences between the current and proposed 
environments. Refer to the Needs Statement paragraph 2.3. 

j ,’ 

Detail Description 

2.3’. 1 Decomposition 

Provide a decomposition ’ that identifies the business functions and 
processes independent of any organization chart. The decomposition is 
an annex to this study. ‘, 

1 A &composltlo~ 1s a tree-strwtured model that decomposes (breaks down> fUnCtlOt¶S Into ProccSseS 
and elementap processes 

SD3 II 1197 V3 
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2.3.2 Specific Objectives . ’ 
e 

State the detailed objectives of the proposed change. Relate/link each 
objective to one or more processes defined in the decomposition in 
paragraph 2.3.1. 

3.0 ALlERNAlMZS 

3.1 Al~mative:#l f Status Quo 

3.1.1 Description 

Describe the characteristics of the alternative. In the c&e of. the s&rtzrs 
quo alternative, summarize the, features already documented m 
paragraph 1 

3.1.2 Advantage, 
.‘,, 

Deicribe the expected advantages a&rued from implementing the 
alternatives. Feasibility factors to be addressed but not limited to are: 
operational, technical, economic, ’ schidulc, and legal feasibilities. 

3.1.3 ,Disadyantages 

Describe the potqtial disadvantages of implementing the alternatives. 
Feasibiiity factors to be conoidered but not limited to are: operational, 
technical, economic, schedule, and legal feasibilities. 

3.2 Alternative #a - Title 

3.2.1 Description 

Describe the characteristics of the alternative. 

3.2.2 Advantages 

Describe the expected advantages accrued from implementing the 
alternatives, Fe&blllty factors to be addressed but not limIted to are: 
operational. technIcal, economic, schedule, and legal feaslbilitles. 

i 



4.0 

5.0 

3.2.3 Disadvantages 

Describe the potential disadvantages of implementing ,the alternatives. 
Feasibility factors to, be considered but not limited to are: operational, 
technical, economic, schedule, and legal feasibilities. 

- 

ALTERNATIVE COMPARISON 

Prepare a matrix that compares the advantages and disadvantages of all the alternatives 
describe in paragraph 3. 

RECOMh4ENDATION -%ND ISSUES 

5.1 Recommendation 

Recommend which alternative is the way to satisfy the user’s requirement(s). 
State the reasoning that supports the recommendation. 

S.2 Issues 

Identify the respective issues, if any, that may occur in implementing the 
recommendation. If known, discuss what needs to be done to resolve the issue. 

. 

APPENDICES 

A- Preliminary Feasibility Analysis Report 
(refer to an Annex of the Project Management Plan) 

B : Needs Statement 
(refer to an Annex of the Project Management Plan) 

c- Decomposition 

D- Specific Objectives 

SD3 II 1197 t’3 
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Cost Benefit Study 
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Cost Benefit Study 8 
i; 
E 
i“ 

ExEcunvEsuMMARY in. 
i 4 

1.0 ; BACKGROUND /i 
,, ,_ .’ i 

; 1.1 Purpose , 
‘” /. . I 

State the purpose of the document. For example, tbe cost benefit study is a 
systematic approach to the problem of choosing how to employ scarce 
resoulces based on tbc investigation of tbe costs and be&%s of jroposkd ’ I 
alternatives. 

Identify the phase and the step in which this dotument is being prepared and 
reviewed. Indicate when this document should be updated. 

1.3 ASSWptiOOS 
.‘, ‘. 

List the assumptions petiaining‘ to the study. An assumption is:a statement that 
may or may not true, but must be accepted as at least part of the basis for your 
reasoning. 

Two significant assumptions that must be made in the study doncem the 
“economic life” of each alternative and the period over which we will compare 
the alternatives. The l cono’mic life’of a project is the period,of time over 
which the benefits to be gained from a project may reasonably be expected to 
accrue. The economic lives of the alternatives till ultimateiy govern the nme 
period to be covered by the cost benefit study. When faced with two or more 
Jtematives with different economic lives, the analyst must make an assumpnon 
as to when to begin the perrod of comparison. 

1.4 constnints 

Present any known or antrcipated constraints to the project such as financial 
constramts, legislative or policy constratnts, and changing hardware or software 
environment. 

:’ 

SD4 I1 1197 v3 
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1.3 Terms aad Abbreviations ‘. : _I. : ,: 

.Provide the terms and abbreviations that are ‘unique to this document. 

1.6 References . 

Identify existing references, such as Sensitivity Analysis and Residual ‘Value 
Estimate which would provide further support for the cost benefit study and the 
final recommendation. 

I 

. ‘_ : : ./ I/, ,.‘: 
2.0 REQUlREhi& :;< r “‘,m ” 

‘/ 
., , :, ;.,’ 

Needs Strtemat 2.1 
: 

Define the requirement and summarize the specific need(s) generating the 
requirement. Refer p ..paragraph 1.1 in, the Needs Statement. 

2.2 General Description 

Describe the proposed environment by explaining the new ,meiho&procedures 
employed ,to sati& the current operational requirements. Specify the 
differences between the current ‘and proposed environments. Refer to paragraph 
2.2.2 Proposed Environment in the Feasibility Study. ‘- ‘. 

2.3 Objectives 

State the detailed objectives of the proposed change. For this information, refer I 
to paragraph 2.3.2 Specific Objectives in t$e’Fiasibili~ Study. , . 

., 1 
3.0 ALTERNATIVES ‘, 

.I, ‘, 
3.1 rirtemarive #l - Status Quo 

3.1.1 Description 

Describe the characteristics of the alternative. In the case of the status 
quo altematwe, summarize the features already documented in 
paragraph 2.2.1 Current Environment in the Feasibility Study. 
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I 
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I 
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I 
3.1.2 Costs 

,. 

,B f.i: 
Desciibc the expected costs acwued f;otn not making any change. The $ _% : 
expected costs should be broken down intd two categories: Non- L .L 
Recurring and Recurring Costs. 

t ‘1 
F 

3.1.3 Benef& 
i 

Describe the expected dolly ben$iF of the alternative. The expected 
benefits should be broke!, doG,,~n(e two categories: Tangible and Non- I ,_,’ 
tangible. ‘) 

3.2 Alternative #a = we , ,’ 

3.2.1 Description ’ ~,. 

1 

-: i! 
s Describe the charact&stics of the. glte&ative. -. 

3.2.2 Costs 

‘\ ,’ Describe the expected costs &rued implementing the alternative. The _I 
expected costs should be broken d&n into two c+tegoiies: Non- 
Recurring and Recurring Costs. ,’ :.,:,’ a’ ;,t 

3.2.3 Benefits. 

Describe the expected dollar benefits of the alternative. The expected 
benefits should be broken down into F”categories: Tangible. and Non- 
tangible.. ., 

‘. 

4.0 ALlERNMlVE COST BENEFIT COMPARISON 

4.1 Altefnafive Cost Over System Life 

For each alternative, present costs in the period in the qstem life in which they 
~11 occur (year, quarter, or month). Cost should be broken down in the 
following wayi 

. Non-recurring Costs 

SD4 II II 97 \‘3 
‘1; 
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I 
l Recurring Costs 

l Total costs 

w Is the total of non-recurring and recurring costs. 

l System Life Costs 
w Calculated the system life costs by dividing the total cost by the 

period of the system life. 

l Present Value Costs 
w Calculate’the present value cost over the entire system life using 

the appropriate present value factors. 

l Residual Vtiue Estimate 
. Calculate the remaining economic value of ownership of 111 

computing resources as of the last month ,of the system life. 
Make, the present value calculation to the discounted residual 
value. 

4.2 Be&its 
I 

For each alternative identify the period of be,nefits. Enter the tangible L- 
(quantifiable dolla;) benefits for the period in which they are accrued, and 
make present value calculations. 

.j 

i 
4.3 Net Present Value 

F 
~ 

Calculate the new present value by subtracting the adjusted cost from the total 
I 

present value of benefits. ! 
! 

4.4 Benefit/Cost Ratio 

Calculate the benefit/cost ratio by dividing the total present value of benefits by 
the adjusted cost. 

4.5 Payback Period 

Calculate the year or month m which the sum of benefits first exceeds the sum 
of the costs expressed In current dollar. 

I 

SM 111197 v3 
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cmcm . . 
y”r.rrrr .  a- - ANALYSIS (Optional) ” 

.I 

Sensitivity analysis is a tool used for assessing the extent to. which costs and benefits . 
are sensitive to change in key factors, e.g., length of system life; workload, 
requirements, configuration of equipment or software. 

5.1 Methoclology I,” 

Describe the approach and model used for conducting the sensitivity analysis. 
Describe, giving examples where ‘applicable, the analysis of factors, determined 
to warrant sensitivity analysis. For example, the length of system life, 
workload, requirements and etc. 

5.2 RCSUlts 

Discuss the results of performing the sensitivity analysis using the factors 
described in paragraph 5.1 on page 5 

6.0 RECOMMENDATION AND ISSUES . 

63’ Recommendation 

Recommend which alternative is the way to satisfy the user’s requirement(s). 
in the most cost effective manner. State the reasoning that supports the 
recommendation. , 

6.2 Iisues 

Identify the respective issues, if any, that may occur in implementing the 
recommen&tion. If known, discuss what needs to be done to resolve the issue. 

APPENDICES 

A- Needs Statement 
(refer to an Annex of the Project Management Plan 

B- Needs Statement Evaluation Report 
(refer to an Annex of the Project lhnagement Plan . 
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1 .O PROJECT DESCRJPTION b 

1.1 Purpose ;‘ :, <’ 

Briefly describe what is to be accomplished by the project, in objectiveterms. . . . I h 
1.2 Description ‘, ,, : ,,: .,,_ ,. 

: :. .‘.‘; ., ( (,, 
Bulletize the major tasks to be accomplished in the completing the project. .’ 

/ 1.3 Objectives :.. 
1 

,’ 

List the specific objectives to, be achieved. These objectives are the critical success 
‘, 1 

I 
factors for, the project. The objectives should be stated in. such a way that it can be . 
assessed at the completion of the project whether or not the objectives have been met. . . :, 

1.4 Impact 
1 

This paragraph describes the anticipated impact of the proposed change 
(requirement/system) on the current environment. , 

i 
1.4.1 Organizational Impact ~ 

Identify any new requirements that will be generated ,once the project objectives 
i. 

have been completed. .These could include such items as user training, system 
operation and maintenance. If appropriate, identify the number of cunent 
personnel requirements eliminated. 

1.4.2 Financial Impact 

provide a summary of,cost factors associated with the successful’ completion Of 
the major tasks specified in paragraph 1 .t. The cost factors may include such 
items as: personnel (GAO staff and contractual services), hardware, software, and 
supplies. 
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1.5 Apptication to GAO Strategk~,Iflan 

Describe how the successful implementation of this requirement is linked to the 
execution of GAO’s Strategic Plan. 

2.0 PROJECT APPROACH 

The purpose of this section is to document the approach that will be used to, satisfy the 
1 

requirement. Describe the sequence of phases the project will pass through and list the 
summary level tasks/activities that will be performed in each phase:’ 

2.2 Acquisition Strategy 

If an acquisition is planned, briefly describe,how the software an&or hardware wiIl be 
acquired. These activities should have been included in one’ of the phases defined in 
paragraph’2.1 as a single summary itein/task. 

2.3 Tmining stqtegy 

State the purpose of the training. Describe who will be trained. List the specific training 
objectives to be achieved by the training program for each group. Indicate how the 
training objectives will be accomplished. 

/ 
2.4 Critical SuvFactora ! I i I 

List the “thingf’that must happen” if the objectives in paragraph 1.3 are to be achieved. 

2.5 RiskAsiwmaa 

Identify the risk and uncertainty areas relevant to the accomplishment of the project and 
the means by which their consideration in planning is assured. Areas to be addressed 
are: technical, operational, financial, and schedule. Use the risk assissment tool (Annex 
A) to perform the risk assessment 

I 
SD! II 119’ V3 
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3.0 PROEm MANAG- “’ i ! x&v, 
3.1 Management sponsomhip F 

I’ ., L 

TO provide kagement sponsorship for the proposed system’Pf requirement. a steering 
dotittee will b6 created and its members identified. The .steering committee members 
till don6st if SES level staff who have an.interest in 9~ approval ov&,the fun&& 
area the development ‘project will suppon.’ The steering ~mrpittct,,i~,,u+ally involved in 

i 

resolving issues and providing scope to the proposed system or requaement. The 
relationtips between the steeiing committee and the user, and the .ste@ng committee 

I 
I 

and the organization responsible for providing the proposed system or stated 
1 
r 

reqkemeni must also be identified., : ‘. . . . : .:, . 
,’ ., ,’ 

3.2 ProjcctMYrogtidTesm : .’ . . . 

List the project manager and members of the project team, their role/title, a brief 
description of their responsibility and experience. ‘.. L 

3.3 ~ProjsctCotktd ! 

Describe the process that will be used to keep management appropriately informed. 
Identify the reviews that will be performed and the participants. Discuss how changes 
will be controlled during the project (i.e. schedule changes, configuration n@nagement). 
Indicate when management will be briefed. At a minim&n, management should be 
briefed at the end of each phase. Additional briefings may be appropriate, however, to 
solicit management input or approval during a phase. , 

3.4 Management support 1 

Identify the organizational elements within‘ GAO that are to provide suppon, and 

describe the anticipated extent to which the suppoft will be provided. ’ 

3.5 Contmctor Support 
,’ 

Iden@ the contractor support. that will be required, and describe the anticipated extent i 
to which the suppon is needed. 
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4.0 PRO~CIWHEDULEAND SiATUS 

4.1 Project Task and Description 

List the tasks to be performed and for each task describe the work to be accomplished. 
The tasks h&i address the topic areas @ted in thePIMC Management Council 
Project Planning Criteria, page4 If the, task and description are included as a note m 
the Project Management Software package; a hardcopyof the notei shduld be provided 

” as ‘part of this, project.plan in the appropriate annex. ” ;, 

4.2 Project Schedule. : 

Prepare a detail schedule, of project tasks “with duratioq,.‘$Iest&es,and relationship 
among tasks and project bcg%ning and end. A hardcopy of the schidtile should be 
provided as pan of this project plan in the appropriate annex. 

4.3 Project Status 

This section contains the latest status of the project. Documents such as project 
schedules and briefs are saved in an annex (Project Status) to the project mapagement 
plan. 

5.0 PROJECT COSTS, B-S, AND BUDGETS .’ 
5.1 CostEstima!e 

Provide a gross estimate for the cost factors described in paragraph 1.4.2. This 
information will eventually be used to prepare a budget for the executiori of the project. 
.The information in this section correspond with the data presented in the Cost Benefit 
St&y, highlight& both short and long term costs as appropriate. 

5.2 Ben&s 

In subparagraphs, list the potential tangible and intangible benefits to be accrued. The 
information iti’ this section should correspond with the data presented in the Cost Benefit 
Study, highlighting both shon and long term benefits as appropriate. 

SDS 11 1197 V3, 
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5.3 Pmject Budget -’ 

This section contains a summary of the budget for projkt life cycle. The actual budget 
and updates should be contained in a specified annex. 

2, 
5.4 Projazt Budget Status 

Describe the major differences between the cost benefit study results obtained fkom that 
prepared for paragraphs 5.1 and 5.2 and the most recent budget. 

6.1 Issues , 

Identify the respective maj,or issues, if any, that may occur during the life cycle of the 
project. Ike subparagraphs, if need be, to group.the issues. 

6.2 Reqanm~ons ,.’ 

Recommend what needs to be done to resolve or satisfactorily manage the issues 
documented in paragraph 6.1 

7.0 PROJECT WUMENThION ? 
Identify each phase of the project aqa subparagraph. List’the name and brief purpose of the 
documents to be, published during,,each phase. When the project is underway, a third 
subparagraph is added to contain the executivesummary of the document. This executive 
summaty should correspond to the executive summary contained in the document itself An 
example is ‘&II below. 

7.1 Plming Phsse 

7.1.1 Needs Statement (List the Annex that the document can be found) 

7 1 1.1 Purpose 

The purpose of the Needs Statement is documented. The information 
should correspond to the data in the Needs Statement. 

SD! I I I I 9’ \‘3 
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7.1.1.2 Summary ._ 

The summary shouid correspond to the exFcut,ive summary section of the 
Needs Statement. 

7.1.2 Needs Statement Evaluation Report (List the Annex that the document can be, P 
6, 

found) 

7.1.2.1 Plqppse, I .-J I 
The purpose of the Needs Statement Evalugion Repoit is explained. i / 
The information should correspond :tq the data in. the Needs Statement 
Evaluation Pepon. 

,;. ,.’ 

7.1.2.2 sulpma!y 

The &mary should corksponci to the executive s&knq section of the 
Needs Statement Evaluation Report. 

‘” 
7.1.3 Feasibility Study (zist the Annex that the document can be fdund) 

I 
/ 

7. 

7.1.3.1 Purpose 

The purpose of the Feasibility Study is defined. The information should 
conespond to the data in the.Fe,asibility Study. 

7.1,.3.2 Sunmay /(, 

%e surkn&y should correspond.to the executive summary section of the 
Feasibi!ity Stuay. 

1.4 Cost Benefit Study (zist the Annex thar the document can be found) 

7.1.4.1 Purpose 

The purpose of the Cost Benefit Study is defined. The information 
should correspond to the data in the Cost Benefit Study. 

7.1 4.2 Summary 
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Reqwcmcnu StabMy 1 
Some change to the 

Technical Profile t 
&a 

Development Hardware 

\h’T = 3 

score Low 
Same as the 
0perat~onaUwr 
environment 

Medium 
Some known 
differences W&I the 
opaat~onalhser 
enivonment 

Higil 
D~ffermt than the 
opcrat~onaluer 
cnvlronmcnt. 
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. Ri& Assessment ,; :’ ,, :.‘:., .;:.; y,i: . . . . ~~‘:,:j,;’ 1 

Development Sothvuc Commerciai Off-the- New Commercial Off- New development. 
Shelf software ‘as 1s’ the-shelf with ulne 

WT= 18 modification 

Dlu~rchtectwc usu existing Usuexi8ting 
W-r-IS 

uses exisung d8tabucs 
d8t&ues databases with with the addition ofsome 

addition of some new d8t8 elhcnts and creates 
data elements new tabia. 

Bustnesr Area kalysls Busmess area IS Business area Undocumci~ti’Burm 
documenred to the ‘docukntcd at the m. ” 

w-r= 13 pnmluve level context level. 

Test Eikonmcnt Reprrfcntative of the somcupecuuenot M8,b diUUWCU ‘withthe 
wr= IS user ellvmnmcnt representative wcrerl-L 

TcstRcsuIu Test crrodailurcs some errorrlfaihlru Major ccnmctions 
UC correctable UC not correctable nscessrry. 

: before unpkmcntatiofl 
w-r- 13 

System Conversion 
strrtegy ‘I 

WI-= 7 

Pilot Purlki Dtrcct/Phasc 

Data Integrity Dcs~p 
wT= 13 

Impact on User’s 
hardware appiicatmn 

W- 6 

Faclhtics 

w-r= 4 

system DoMnenution 
w-r- 10 

Technical Profile 
Total = 

Fully su+ont suppom With some No rclroonrl mtcgnty 
rclauonal lnte& cxccptlons exists. 

No change required at Minimum change Rquires change to @c 
user3 Work!x8tlon rquired (e.g. bird IMCktOthCCOlllpUM. 

drive) video 8ncvor pnntcr 

Little or no some modific8tions Major modification 
modrficatlon rcquued rcq+red. requucd. 

Comet and svallablc Available, some No documentation, major 
defkimc~a CXIN. revision required. 

‘ 

Financial Profile 

Criteria Score LOW Medium 
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Risk.Assessment ,’ 

Schedule 

OVEMLLRISK= 500-825 826-I 175 1176-1500 
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Risk Assessment 
Project Life Cycle 

ODerational . 
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Project Proposal Briefing 

The Project Proposal Briefing Guidelines: 

l Standard Format 

‘The GAO standard format for briefing charts must be used. 

As a minimum, the Project Proposal briefing must contain the following elements: 

/ Purpose 
/ Objectives 
J Relevancy to GAO Strategic Plan 
4 Project Approach 
J Project Risk Assessment 
/ Acquisition Strategy 
4 Training Strategy 
4 Critical Success Factors 
4 Project Membership 
/ Impacts (Organizational and Financial) 
4 Anticipated Benefits 
/ Project Phases 
J Project Schedule 
/ Project Cost 
J Project Approval Means 
4 Issues (if any) 
J Training 
/ Requisition 

l Public8lion 

The briefing charts should be prmted using the audience notes format. The number 
of copies depends upon the parnctpants. A copy of the briefing charts, handouts, 
and any speaker notes should be filed in an Annex of the ProJect Management 
Plan. 
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ExEculTyEsuMMARY~ 

1.0 BACKGROUND 

1.1 purpose , 

State the purpose of the document. For example; ~%e purpose of the finctional 
descr@tion is to provide detaiI requirements specificarions for solicitation of a 
development contktor to design a capabiliry to satk& GAO needs If the 
approach was to acquire commercial software, the statement would read *... for 
the acquisition of a commercial so&are package to satis@ GAO needs..” 

1.2 Ff Methodology Reference i 

Idintify the phase and thd step ifi which this document is being prepared and 
reviewed: Indicate when this document should be updated. 

1.3 Assumptions 

List the assumptions pertaining to the study. An assumption is a statement that 
.may or may not be true, but must be accepted as at least part of the basis for 
your reasoning. 

1.4 CorlstAinls ,; 

Present any known or antictpated constraints to the project such as financial, Present any known or antictpated constraints to the project such as financial, 
,personnel and time constramts. ,personnel and time constramts. 

1.3 1.3 Definitions Definitions 

Define any terms used in the ‘document that are unique to the user’s Define any terms used in the ‘document that are unique to the user’s 
community. community. 

1.6 1.6 Abbreviations Abbreviations 

Prowde the terms and abbrevlatlons that are unique to this document, Prowde the terms and abbrevlatlons that are unique to this document, 
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1.7 Referaxes 
k 

Identify existing’references which would provide further,suppon for the -fe 
: ~~. 

functional description. At this stage of the IE Process this section may include, 
but not limited to, the following references (date and .PMP .Annex number 

I- 

should be included): 
E 
I 
I 

l Needs Statement 
. Needs Statement Evaluation Report I 
l Feasibility Study j 
l “ Cost Benefit Study I 

I 
. ,Project Management Plan : 

’ ’ 

2.0 =Q- 
I 

2.1 Need Statement 

Define the requirement and summarize the specific need(s) generating the 
requirement;’ Refer to, paragraph 1.1 in the Needs Statement. 

1 

2.2 Generd Description I- 

I+ .2! s 
2.2.1 Current Environment 

Briefly indicate the major functions performed and current 
methods/procedures employed to satisfy the current operational 

I 
I 

requirements. Refer to the Needs Statement paragraph 2.2. 
j 

2.2.2 Proposed Environment 

Describe the proposed environment by explaining the new 
methods/procedures employed to satisfy the ,current operational, 
requirements. Specify the differences between the current and proposed 
environments. Refer to the Needs Statement paragraph 2.3. 

SD7 11 II 97 i-3 



2.3.1 Functional Overview E 
>- 

Provide a detailed narrative that describes to:a Iqw level of detail whr 

: ,-- 

the application/capability is expected to do using the detailed 
decomposition presented in paragraph 2.3.2. The script is written in 
uier terrhs .and incorporates, the functions. and processes identified in the 
detailed ‘decomposition. As a minimum, there $ouid bc at least one 1 

paragraph for each, major function identified. The detailed 
decomposition should be used,as the outline for @e functional 
overview. The key element to emphasize is wbar the ” 
application/capability is, expected to do. 

2.3.2 Detail Decomposition 

Present the detail decomposition that was prepared +h user 
participation and identified the elementary processes’. The detailed 

; 

decomposition shouid be based on the high-level decomposition 1 
presented in the feasibility study and should be a component of the 
dverall agency enterprise mode12. The detailed decomposition is an 

, 

appendix to this document.. 
! 
I 

2.3.3 Specific Objectives 

The specific objectives listed in the feasibility +dy should be presented 
in this section, reviewed and, if required,‘changed. The same should be 
done for the objectives presented in the fiasibility study based on the 
functional deschption review. Review the linkage between the 
objectives and the processes in the detailed decomposition (paragraph 
2.3.2). Make changes (add/delete) where appropriate. This information 
should be gathered from the user Jhrough iqterviews and/or Joint 
Application Development (JAD) sessions. The Crushed product which 
consists of the detalled decomposition (inciudirig elementary processes); 

‘1 

I- 
I 

i As defined by James Manin tn hts trilogy on Information Engtneering. an cle~eafuyproces~ IS 
‘the smallest unit of actlvlty of meanrng to the end user. and which when complete leaves the 
mformatlon area in a self-consistent state.’ 

2 Usmg the entcrprlse model IS key to mtegratmg any proposed change through shared databases 
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EXECIJTIVE SUMMARY. 

1.0 

Evaluation Plan 

:BACKGROUND 

1.1 

1.2 

1.3 

1.4 

, 
State the purpose of the document. For example, the evalurr&“pia~ has been 
written: 

l to access the finctional performance of the a~~~~~at~o~ca~a~~~i~, 
l to quantify iis impact on the econofly and effectiveness of GAO 

operations, 
. to detemwne to what extent the expected coq benefits predicted in 

the Cost Benefit study are achieved ” 
. and others... 

lTMetho&logy ReferaXe 

Identify the phase and the step in which this doc$ument !&being prepared and 
reviewed. Indicate when this document sj$aid be Updated. 

dhsumptions 

List the assumptions pertaining to the plan. An wum&ion is a statement that 
may or may not be true, but must be accepted as at least part of the basis for 
your reasoning. An example is “the effect of deiays in garben& info&a&n 
or conducti& tbc cv&atYon will be minimal” 

coastr8ints 
Present any ,known or anticipated.constrainF to preparing and/or executing the 
evaluation plan such as financial. leg&tive, policy, schedule and/or manpower 
co&traints. An example is “the timing of the data collecrion periods deppds .. 
on the schedule for training of the applicatioa/capabiiiv’s staff to use tbe 
application, implementation of the application, and the fill data conversion”, 
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Define any terms used in the document that are unique to the evaluation 
process s 

1.6 Abbrtviatioas 

Provide the terms and abbreviations that are unique to this document. 

1.7 ,J-== . . : ( 

I’dentify existing references’ which would provide futier support for the 
ev.aiuatipn plan and the final results. At this stage of the IE Process this 
section may include, but not limited to, the following references (date and PMP 
Annex number shduld be included): I- 

l Needs Statement 
l Needs Statement Evaluation Report 
l Feasibility Study 
l Cost, Benefit Study 
l Projei! Managfment Plan 
l Functional Iietiription I 

L- 

2.Q lumH0DoLoGY 

2.1 Evalwtion Approack ‘- 

The evaluation of the application/capability is based on ti “‘before and after” 
study of the effect of the application/capability on the user’s environment. 
Describe how the proposed operation will be compared to a baseline system of 
operations, rtftntd to as the Current System. Present a high-level definition of 
the data collection periods and the collectton methods or procedures that will 
be ustd. 

2.2 Data Collection Periods 

For each collection period, discuss what will be accomplished. Specify the 
parameters that will be used to determine whether the applicationicapabllity has 
stabllized prior to collectlng’subsequent data. 
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2.3 Data Collection and Analysis Methods 

Specify the data collection method(s) that will be used: 
. to measure the personnel time requireci in the activities under study, 
. to measure the effectiveness of the application/capability 
. to determine the level of acceptance by the users k.- 
l to measure the reliability of the application/capability I, :, j 

2.4 Data Collection Resources 

Identified the number of individuals that will be used to collect and record the 
data. Specify the guidelines for the selection of the individuals and any 
training, required. ‘I ’ 

2.5 Evaluation Milestones 

List the milestones which will be accomplished in the evaluation, length of 
time required for each milestone, and forecasted start and completion dates for 
each milestone. 

3.0 MEASURES 

The measurements are based on the objectives identified in the PMP. Present the 
measurements that will be investigated in the evaluation. For each measure, ,describe 
the measurement, background and rationale, data ‘requirements, and the data collection 
and analysis method(s). To the extent possible, the measures should be subdivided 
into major categories (such as personnel time, user acceptance) as appropriate. 

3.1 Objective I1 (From PMP) : :, 

3.1.1 Measure #1 

3.1.1.1 Description. 

Describe the measure. 

3.1.1.2 Data Requirements 

Define the data that is needed to compute the time required for this 
activity 
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3.1.1.3 Data Collection and Analysii 

Explain how the data will be collected and analyzed. 

3.1.2 Measure #2 

3. k9.1 Description 

Describe the measure. 
,’ ,.,’ / 

3.1.2.2 Data Requirements 
,,’ 

Define the trta that is needed to compute the time required for this 
activity. 

3.1.2.3 Data Coliection and Analysis 

Expl’ain how the data will be collected tid analyzed. 

3.2 Objective #2 (From PMP) 

3.2.1 Measure fl 

‘3.2.1.1 Description ” ,’ 
i 

Describe the .measure. 

3.2.1.2 Data Requirements 

Define the data that is needed to compute the time required for this 
activity. 

3.2.1.3 Data Collection and Analysis 

Explain how the data will be collected and analyzed. 



3.2.2 Measure #2 

3.2.2.1 Description 

Describe the measure. 

3.2.2.2 Data Requirements 
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: 

Define the data that is needed to compute the time required for this 
activity. 

3.2.2.3 Data Collection and Analysis 

Explain how the data will be collected and analyzed. 

4.0 REQUIREMENTS AND B-S COMPARISON 

Prepare a matrix that cross references the functional requirements in the Functional 
Description, the processes in the Decompositiop, the benefits predicted in the Cost 
Benefit Study and the measurementsincluded in sectlon 3.0 of this plan. 

5.0 ISSUES AND RECOMMENDATIONS 

5.1 Isues 

Identify any issues that may occur in preparing or executing this plan. If there 
are no’ issues, the statement “No issues at this date.” is recorded. 

If known, discuss what needs to be done to resolve the issue(s). Recommend 
the actions needed to be taken to close the issue. If a recommendation is 
made, state‘the reasoning that supports the recommendation. If there are no 
recommendations, the statement “No recommendations at this date.” is 
recorded. 
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ConQuration’iiianagement Plan - I 
E . k EZ 

ExEcunvEsuMMARY 1: 

1.0 BACKGROUND 

1.1 Pulpose 

State the purpose of the document. For~ex;ample, tbe purpose of the 
Configuration Management Plan defines ‘the implementation of the 
con@uration management process tbrougb: which tbe integrity and conrrbuity 
of t&e design, development, and maintenance of @c appIicatiodcapahMy arc 
recorded, communikated and controlled by tbc project mahager. 

: 
1.2 IT McthodoIogy Reference 

1 
;i 

Identify the phase and the step in which this document is being prepared and 
reviewed., Indicate when this document should be Updated. 

1.3 Assumptiofls -.’ 
\ 

List the assumptions pertaining to the plan. An assumption is a statement that 
may or may not be true, but must be accepted as at least part.of the basis f6r 
your reasoning. 

1.4 coots 

Present, any knoti or anticipated constraints to implementing the configuration / 
management process suCh as financial, p’ersonnel and time constramts. ! 

I 

1.5 Definilioas 

1.6 Abbreviations 

Prowde the terms and abbrewatlons that are unique to this document. 

Define any terms used in the document that are unique to contlguratlon 
management such as baseline, c&figuration control board, and system c&ge 
request. 
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1.7 Refennces 
.I 

:, 
i’ 

Identify existing references which were used in the preparation of the 
Configuration Management Plan. At this stage in the IT process, this section 
may include, but not be limited to, the following references (date and PMP 
Annex number should be included): 

l Needs Statement 
l Needs Statement Evaluation Report 
. Feasibility Study. 
l Project Management PIi 
l Functional Description 

2.0 CONFI~l’lON .MANA6EMENT PRkESS OVERVIEW 

2.1 Configuration Management Approach 

Describe the configuration management process for this project over the life 
cycle of the project. Discuss the various reviews that are held during each 
phase for theXpurpose of managing the configuration of the 
application/capability. 

2.2 Baseline Management 

Define baseline management. The baselines include the functional baseline, the 
design baseline and the product baseline. These are described in the I 

procedures. Provide a chart to show by life cycle phases the configuration 
items to be baseline& the reviews to be performed and the baseline established. 

~ 
/- 

2.3 ~’ Orgmrzationrl Responsibilities 

Describe the organization an&or individual responsibilities for all those 
involved in the configuration management process. ” 

. 



3.0 CONFIGURATION IDENTFICATION 
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3.1 Pupos& .‘. 

. Explain. the purpose ,of coqfiguration idqhfication.: For example, f&e purpose 
of conri’tibn idenrifica~~~ is to specie ‘what iicm(s) (e.g. SOI?W~IV, 
ha&w=, specifications, configuz&n items, etc.) used Or generated dunbg tbe 
Infonnath Tdnoiogy life cycle ate to be ident.$Ted as a confi’mtion i&n. 

. . 

3.2 Assignmatt of Configu@oq I+s?rs 
;, 

Describe .the.configuiation $en&atibn piocpij arid’ h$da& used to identify’ 
the configuration ,item(s) in the applicatjd;i;~ap~bbiiity: M&hods for establishing 
the configuration item should iriclude the riiantier of ‘id&tifying (e.g., naming, 
numbering, etc.), the application and its associ?ed components. : 

3.3 Coafiguralion Items. \ ,’ 

List the configuration items ident@d for the app~icationJc@ility. Briefly 
describe each item. 

4.0 CONFIGURATION CONTROL 

4.1 Puqi r 

Explain the purpose of configuration control. For example, confi@mtion 
con&d is to “manage change” through tbe evaiuati$n and apprqv+Jdikapproval 
ofpmposed chaages to a confi’mtion item. ‘, 

I 

4.2 change Contml Procas 

4.2.1 Change Flow 

Discuss the inltlation, transmittal, review, evaluation, disposmon and 
tracking of problems and change requests. Use a flowchan or some 
graphic which Illustrates the change control flow. 



4.2.2 Change Type 

Describe, what determines the classification to be assigned. Reference * 
I ~~- T- i- 

Classify changes by type and the criteria for identifying each type. ;- 

the graphic preserrted in paragraph 4.2.1 to provide futther information 
on how a change’s classification’ affects the overall change process. 

1 
4.2.3 Cl&& Contrd Priorities ‘,’ ,’ ,‘,. 

Define the different pk&&ies ,?hat can be assigned to., a change: 
Describe the impact of the priority assigned to a change. Reference 
the graphic presented in paragraph 42-l to provide further information 

‘(I 
I- 

. on how a”‘c’htige’b, priority affects the’ overali ,change ,process. I ,‘x, 
4.2.4 Configuration Control Board c 

Explain the function of the Configuration Control Board. Identify the d 
board’s members and their responsibility. Reference the graphic 
present&in paragraph;‘4.2.1 to’ provide fut&er information on how the 
board functions in the overall change prixess. 

p 

I 
4.3 I+ase Management I I 

Describe the activities to be performed to formally control the receipt, storage, 
and release of deliverable configuration items. 

r- 1. . 
5.0 CONFIGUUTION STATUS ACCOUNTING 

< 
5.1 PuIpose 

1 

Describe the purpose of configuration status accounting. For example; one 
pwpose of cobfiguration status accounting is to tnzk changes proposed to the 
confpmtion of the apphcationkapabiriry. 

5.2 Status Reports and Briefings 

Defme the configuration status accounting system’s,repons and briefings in 
terns of puq 
included as an appendix to the configurat 

>osc and general content. Sample standard reports should be 
ion management plan. 
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Project Decision Briefmg 
[Approval to Advance to Analysis Phase] 

The Project Decision Briefing Guidelines: 

. 

. Briefing Chats 

. 

.Stan&d Format 

‘The GAO standard format for briefing charts must be used. 

As a minimum, the Project Decision briefing must contain the following elements: 

;J Purpose 
/ GAO If Lift Cycle Overview 
J Activities Performed 
4 Functional Description Review 
J Configuration Management Plan Review 
4 Evaluation Plan Review 
/ System Requirements Review 
J Project Budget and Status 
/ Project Schedule and Status . 
/ Project Risk Analysis 
J Decision to Advance Means 
4 Issues (if any) 

Publication 

The briefing charts should be printed using the audience notes format. The number 
of copies depends upon the pantcipants. A copy of the briefing charts, handouts, 
and any speaker notes should be filed in an Annex of the Project Management 
Plan. 
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System Specifications 

., 

,. 

ExEcuTIvEsuMMARY 
* 

1.0 ,BAtiGROUND 
.,. .a; 5’ 

1;1.: #prypdjt ,;, I : 
., ,. ,. 

State the pUQOSe of the document. For example, thepwpose,o& system 
specifications is &fold: to pro Me tbc detaikd definition of the system 
limctions; to communicate the details of the on-goihg ana&..s to tk men and to 
define in de&i1 the intcrlrces ~4th other systems, eat uG’/ be utihd If he 
approach was to acquire commercial software, the statement would read “... to 
provide a detaikd description of the system, fimctions&)at y~li & usedin he 
acquisition plvcess to evaluate the conuncrci$l soffwah packzga. ” 

1.2 IT Methodology R&ence 

Identify the phase and the step in which this document is being’prepared and 
reviewed. Indicate when this document should be updated. : I 

1.3 Uumptioti : 

List the assumptions penaining to the study. An assumption is a statement that 
may or may not be true, but must be accepted as ‘atIe+ part of the basis for your 
reasoning. 

1 
1.4 cotlsmim 1 

present any known or anticipated constraints to. deyelopmintlacquisition of the 
system capabilities such as financial and/or technical constraints. 

1.5 D&itiOnS : i 

Define g+ny terms used in the document that are unique to the technical commuitY. 





2.3 
,. 

3.0 
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Detail Description 

2.3.1 Detail Decomposition 

Provide a narrative of the. major functions and processes described in the 
detailed decomposition that was presented in the functional description, 
Reference to the detailed decomposition in the firnctional description 
document must be made. 

2.3.2 Specific Objectives 

Review the linkage between the system objectives in the feasibility study 
and the elementary processes’ presented in the detailed decomposition of 
the fUnctiona description.. Make changes where .appropriate and 
coordinate the changes with the user. Develop a table that associates the 
eiementary processes with the major functions of the system. 

PROCESS MODEL .’ 

The purpose of this section is to present the results of organizing ‘and documenting the 
system’s processes, input+outputs, and data stores. Process modehng is the technique 
that is used to accomplish the task. The data flow diagram (DFD) is the process modeling 
tool used to graphically depict the flow of data through the system. 

3.1 DFD Standuds 

Briefly describe the GAO conventions and guidelines used to prepare the DFD. 
There should be sufficient detail in the description, so that the user can understand 
the basic symbol .set and how to read the diagram. Reference, to GAO IT modeling 
standards should be made. 

- As defined by’Jam& Martm U-I hrs trilogy on Mot-matron Engincenng. an eIemeararypr~cess IS “the 
smallest urut of actlvq of meanmg to the end k, and which when compiett leaves the lnfomutlon area 
m a self-cormstent state * 
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3.2 App!katioa context Procus Model 
I 

This process diagram shows how the proposed system (or change) fits into the 
GAO business environment. The proposed system is one process and evrrything 
else is an external agent, data stores, and/or other systems (represented as 
processes) in the GAO environment. There shorild be an overview GAO business 
area model based on the GAO Enterprise as the departure point for developing this p I 
application context process model. 

A narrative describing the application context process model is written to guide the 
reader through the DFD. The DFD is included as an appendix. 

-l 

3.3 Ovenieiw Data Flow Dim. / 

The dccompobiio$ is used as an outline in conjunction with the appficafion 
context diagram’ to create an oven&w~DFDof the proposed system, The 
overview DFD shows more detail of the’ proposed system while still retaining the 
details of the application context diagram. At the overview level, the processes 
‘contain within the proposed system are shown. The interactions (interfaces) 
between the external agents (and other GAO process@stenis) z&d the proposed 
system processes are presented in greater detail. The finished product is balanced’ 

A, narrative ,describing the overview DFDis written to guide the reader through the 
DFD. The I% is included as an appendix. 

q - h &~&bed m puqaph 2.3 1 and presented tn the functlond dcscnptlon 

3 As described in paragraph 3 ? 

4 Balance refers to making sure that no details are lost when a proCcsS prexntd at one levci of a DFD tS 
exploded down to a more dctalled level 

SD11 II I1 97 V3 
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prlmitive~DataFlowDia.grams 

The processes presented in the overview DFD are exploded to the lowest l&d of 
detail referred to as the “primitive level”. The GAO conventions (numbering 
system, etc) foridentiijkig the various processes and diagram levels assist both the 
technical and user person@ in understanding the data fIows and data stores 
required to design the proposed system. . 

A narrative describing the primitive data flow diagrams is written to guide the 
reader through the primitive DID. The primitive DFD is included as an appendix. 

3.4 

.p. 

3.6 

3.7 

Data Store Listing ; : 

List the data stoisi depicted ‘at all DFD levelsand indicate the DFD level where 
the data store was used. 

DataFlowListing 

Provide a Ming of the data flows used at all DFD levels identifying the following: 
data flow name, definition, DFD level where the data flow was used. 

Association Matrix 

Present an association matrix that associates processes with entities. Other 
association matrices may be generated. The matrices are included as an appendix 
to this document. 

4.0 OPEM’ITNGENVIRONMENT 

4.1 Hadw8rcEnvironmmt 

Provide a description of the equipment required for the operation of the proposed 
system. Include a description of the equipment presently available as well as a 
more detailed discussion of the characteristics of any new equipment necessary. 
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4.2 support so+ EnvifonMent 

Provide a description of the support software with which system to be developed 
must interact. ‘If operation of the system to be developed is dependent upon 
.forthcoming changes to suppott software, the,nature, status, and anticipated 
availability data of such changes must be identified. 

4.3 Irwhces 

Provide a listing of the interfaces to other systems as graphically depicted in the 
Application Context Process Model in paragraph 3.2. For each interface, such 
information as the following is specified: 

4.4 

l Name of the Interface 
l Type of Interface (e.g. program interface), ” 
l Data transfer requirements to and from the subject 
l Formats of the interchanged data 
l Interface procedures, including teiecommunications consideration. 

Data Stotage Reqkmatts 

Projk the storage and growth requirements (e.g. triggers, stored procedures, 
etc.) for the application of the system life. 

5.0 ISSUES AND RECOMMENDATIONS 

5.1 Isslcs 

Identify any issues that may occur in completing the DFDs to the primitive level. 
If there are no issues, the statement “No issues’ at this date.” is recorded. 

5.2 RecomMendations 

If known, discuss what needs to be done to resolve the issue(s). Recommend the 
actions needed to taken to close the issue. If a recommendation is pianned, state 
the reasoning that suppons the recommendation. Ifthere are no 
recommendations, the statement A “Vo reccjmmendations at this date.” is recorded. 
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i Ver:, x 

Plge: I * 
.I.’ ‘, 

D#.$b&e Specifications i I, 
f E E, .:- 1 

ExEcurzvEsuMh4ARY 
, 

1.0 BACKGROUND 

1.1 Rupose 

State the purpose of the document., For exampk, tbi purpose of the database 
specXcations is to document how the da& req&‘m&o for he proposed 
systemkhan~e wilt1 be implemented.’ It contak a description of the database’ 
stnmuv which includes such items as data elemenq recor&, keys, 
~Iationshr~s etc.. ‘,, 

1.2 1.2 IT Methoclolqgy Ref&n& IT Methoclolqgy Ref&n& 

Identi&,‘&e phsse and, the step in ,whi& this doctmerit is being prepad Identi&,‘&e phsse and, the step in ,whi& this doctmerit is being prepared and and 
reviewed. Indicate’ w&en this document should be updated, reviewed. Indicate’ w&en this document should be updated, 

1 1 
1;3 1;3 44smunptioas Assumptioas .,. .,. 

.I* ‘,. .I* ‘,. 
_. j. _. j. List the, assumptions periaining to the study. ki assumption is a statement that List the, assumptions periaining to the study. ki assumption is a statement that 

may or may not bi t&e, btit”‘must 6e accepted as ,at Least part .of the basis for may or may not bi t&e, btit”‘must 6e accepted as ,at Least part .of the basis for 
your reasoning. your reasoning. 

1.4 1.4 Constraints Constraints 

Present any known or anticipated Present any known or anticipated constraints to development/acquisition of the constraints to development/acquisition of the 
system. capabiiities such as financial and/or technical constraints. system. capabiiities such as financial and/or technical constraints. 

1.5 IkfbitiOrrJ 

Define any terms used in ‘the document that are unique to the technical 
community. , 

1.6 Abbreviations 

Provide the terms and abbreviations that are unique to this document. 

1.7 References . 

SD12 II II97 I.3 
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Identify existing references whit&would provide further support for the 
! 

database specifications. At this stage of the IE Process this section may 
I 

include, but not limited to, the following references (date and PI@ Annex 
is 

number should be inciuded): 

l Needs Statement 
L 

Needs Statement Evaluation Repott 
& 

. / 

l Feasibility Study 
I 

l Functional Description 
l System Specifications 

i 

Project Management Pl’an ; : 

,, ” ‘. I 

2.0 DATA MODEi I 

The purpose of this section is to present the resultsof analyzing and describing the 
data needed by the user of the proposed system/change. The data description becomes 
the blueprint for databa+ design., The Process model documented in the System 

.i Specifications described the data ‘as it is transformed by the processes of the proposed 
system/change. The Process model, howeler. did not specify the relationships an 
organization needs among the data entities . To accomplish’this task, the Information 
Engineering technique known as darn modelirrg is used. The:entiry relationship 
diagram (ERD) is the data modeling tool used to dep the data structure which 3 ’ - ’ i + 

. 
includes such items as the entities (tables), attributes (columns), and relationships 
(foreign keys4). 

/ 
2.1 ERD standards I 

Briefly describe the GAO conventions and ‘guidelines used to prepare the ERD. I. 
There should be sufficient detail in the .dQscription, so fhat the. user CC 
understand the basic symbol set and .how to read the diagram. Reference to 

I 

1 &t en&y is something *bout which dam IS collected MI object Of event. 

2 &I ~ffnl~f~re is a chancterstlc or fact about an entity’ 

’ A ~&~Jo&IJ~ IS defined by its cardanal? + Cardmall? refers to how many mtanccs of one ent? 

can &scrlbe one mstancc of the other enttty tn the relatmshtp. 

4 A ~fffc;g~ kgv ,s a key that has been included m related record as a data element to descrtbe the 
relatIonshIp between the two records . 
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GAO IT modeling standards pertaining to the construction of data models 
should be made. i 

e 
2.2 Application ERD Model t 

Present the application ERD model. The GAO data architecture is the 
1 

foundation for the development of the application ERD model. The application 
ERD graphically depicts the entities and relationships between the entities 
required to design ‘the database. A narrative..describing the. application ERD is I 
written to guide the reader through the data model. The ERD is included as an 
appendix. 1,s ,I’ _, :’ I, 

,, ” ,’ 
2.3 ERD Mod@ V&&on .,- 
I ; 

The entities, relationships, and attributes in the EDR model are validated using 
the DFDs created and documented in the System Specifications. 

. ERD ,e~ririeJ are compared to the DFD data stores 
l ERD relrrtionsh~s are compared to ,DFD data stores.that are used 

together in the same process ” 
l ERD +twndenkies are compared to. how.the data is created in the 

DFD’ ’ : 
l ERDrtm;butes are compared to the DFD data flows 

The validation also includes a comparison against GAO data standards. The 
results of these comparisons are documented as well as any recommended ERD 
changes. If the recommended change is implemented, the change and 
implementation date are recorded in this section. 

-\ 

2.4 Entities and Relationships 
I 

Identify and define all entities to be stored &d their relationship, one to one, 
one to mahy or many to.many. Define the, methods of file storage, the format 
and layout of each file. List the data stores depicted at all DFD levels and 
indicate the DFD level where the data store was Used. The entify definitions 
are included as an appendix. 

2.5 Attributes 

Identify and define anrlbutes associated with each entity. The attribute 
defmtlons are mcluded as an appendix. 
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Identify and describe primary and foreign key data. 

. ,  

3.0 DATABASE.DESItiN : 

,3.1 .’ I, Log&&D&&sign ,: .~ , 
.,, ,( i “) 

Present the ‘logical datable schema. Describe the resulp of validating the 
: 
1 j L 

logical. schema using the application ERD model presented in paragraph 2.2. If 
any recommended changes are made to the logical database schema, the I 
change and change date sre recorded in this section. The logical database 

I 

‘/ schema is. included as an appendix. 
,,’ 

PhysicaI Da&m Design 3.2 f 

Present the ,physical databee schema Define the- data structures, access 
i 

methods, file organizations, and any’ other physical attributes required to 
implement the .logicai database schema Describe the technical architecture that 1 
will be used to implement the processes specified in ,the functional and system i 
design process. Explain how the database will support the input and output .~ 1 
process requirements. The physical database schema is included as an 1 .-q 

appendix. j_~ 
r 
1 

4.0 DATABASE MANAGEMENT SYSTEM I 
I 
t  

4.1 Database Requirementr I 

Provide a description of the database management system (DBMS) capabilities 
that will be required to physically implement the database. 

4.2 DBMS Security Requirements 

State the data security and privacy requirements for the proposed 
system/change. Describe how the DBMS satisfies these requtrements. 

4.3 Data Exchange between Databases 
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Provide a listing of the data that will be routinely/intentionally exchanged ‘. ‘, 
between the proposed system and other information systems. The descnpnon- 
should include such information as: the data element and its properties, the 
name of the information system, and the reason for the exchange. Describe 
how the DBMS will implement the data exchange. 

4.4 Data Storage Requirements ‘.. 

Project the storage and growth requirements (e.g. triggers, stored procedures, 
etc.) for the application over its system life cycle:.’ .\. 

5.0 ISSUES AND RECOMMENM~ONS .(. :‘, 
;.- 

5.1 Issues 

Identify any issues that may occur in completing the DFDs to the primitive 
level. If there are no issues, the statement “No issues at this date.” is recorded. 

5.2 RecotXlBl~dlfiO~ 

If known, discuss what needs to be done to resolve the issue(s). Recommend 
the actions needed to taken to close the issue. If a recommendation is planned, 
state the reasoning that supports .the recommendation. If there are no 
recommendations, the statement “No recommendations at this date.” is 
recorded. 

SDI? I I 1 I97 l-3 





. Project Decision Briefing 
[Approval to Advance to Design Phase] 

.: 

The Project Decision Briefing Guidelines: 

l Standard Format 

The GAO standard format for briefing charts must be used. 

l Briefing Chm 

As a minimum, the Project Decision briefing must contain the following elements: 

J Purpose j 
J GAO If Life Cycle Overview 
/ Activkes Performed 
4 Process Model Review 
J System Specifications Review 
J Data Model Review 
J Database Specifications Review 
/ Configuration Management Action I 
J Preliminary Design Review 
J Project Budget and Status 
4 Project Schedule and Status 
/ Project Risk Analysis 
4 Decision to Advance Means 
/ Issues (if any) 

l Publication 

The briefing charts should be printed using the audience notes format. The number 
of copies depends upon the panicipants. ,A copy of the briefing charts, handouts, 
and any speaker notes should’be filed in an Annex of the Project’Management 
PiaIl. 
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Acquisition Plan <’ 

EXE-SUMMARY ” 
‘. 

1.0 BACKGROUND 

1.1 Purpose 

State the purpose of the document. For exampie, tie acquisition pIan defines 
the objectives, evemtjonal requikcmen& acquisition a&on’& approval 
authoriry, approval process and acquhition sl?zVegy for obtahing an Automated 
Data Processing (ADP) capabiii@ to support the GAO mission. 

1.2 IT Methodology Reference 

Identify the phase and the step in which this document is’ being, prepared and 
reviewed. Indicate ‘when this document should be updated. 

1.2.1 Assumptions ’ 

List the assumptions pertaining to the study. An assumption is a statement that 
may or may not be true, but must be accepted as at least part of the basis for 
your reasoning. 

1.3 cotlsmints 

Present any known or anticipated constraints to the ,qcquisition such as 
financial constraints, procurement regulations, legislative or policy constraints, 
and changing hardware or software environment. 

1.4 Terms and Abbreviations 

Provide the terms and abbreviations that are unique to this document. 
: 

1.5 References 

Identify existmg references which wouid provide further suppon for the ADP 
acqulsltion. , 

SD14 II II 97 k-3 
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2.0 REQ- 

2.1 Need Statement 

Define the requirement and .summarizc the specific nedd(s) *generating the 
requirement. Refer to paragraph l.1 in the Needs Statement. 

2,2 General Description 

2.2.1 Current Environment 
, 

Briefly indicate the major fun&ions performed and current 
methods/procedures employed to satisfy the current operational 
requirements. Refer to the Needs Statement paragraph 2.2. 

2.2.2 Proposed Environment 

Describe the proposed environment by explaining the new 
methods/procedures empioyei to satisfy the current operational 
requirements. Specify the differences between the’current and proposed 
environhens Refer to the Needs Statement,,paragraph 2.3. 

2.3 Detaimesuiption 

This section is required when the acquisition involves ~sofkware development. 
Highlight the major functions and processes described in the detailed 
decomposition that was presented in the functional description. Reference to 
the detailed decomposition in the functional description document must be 
made. The information for this paragraph can be found in the Application’s 
System Spe+cations. 

2.4 Proces Model 

This section is required when the acquisition involves software dcveiopment. 
In this section three levels of the data flow diagrams (DFDs) are presented. 
namely: Context Process Model, the Overview DFD for the application and 
the Prlmltive Level DFD. These DFDs were created in the Analysis Phase of 
the project and documented In the Application’s System Speclfkatlons. 

. 
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3.0 ACQUISITION AU’l’lIORITY 

3.1 : GaBed ,, 

Briefly describe the general policy regarding the procurement of’ COTS 
software, and other contractual support for the General Accounting Office. 

3.2 Objectives 

List the objectives of the procurement. 
,’ 

3.3 Res&msibilities 

I 

Name the individuals/organizational elements and describe their responsibilities 
in accompiishing the procurement activities. 

3.4 Regulatory & &licy Cokpliance ,. 

Provide a statement which indicates that the agency has reviewed and complied 
(or will comply) with all applicable poticies, regulations, OMB circular and etc. 
List those deviations to the regulations that appiy and provide an explanation 
for each regulatory deviation. 

4.0 ,ACQUISITION SllUTEGy 

4.1 Implemart8tioa Pmceq 

Describe the approach that till be &ed to acquire the desired capability. 
Indicate whether the proposed procurement approach is competitive or 
noncompetitive (sole source). This information was originally documented in 
the Project Management Plan. 

,’ 

4.2 Procurement Schedule 

Present the procurement schedule. In this section, the,activities described in 
paragraph 4.1 are projected over a timeline. The schedule should be listed as 
an appendix to this document. 
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/ 
4.3 Budget Impact I 

k 
Appiy the funding required for the acquisition against GAO’s budget and 

. z 
I 

iz _ 
described the results. Are funds available? The budget impact analysis should : 
be listed as an appendix to this document. L 

b 

5.0 RECOMMENDATION AND ISSUES 

5.1 RecoIttm~dariOn 
"i 

'> 

Recommend the action(s) to be taken to execute the Acquisition Plan. 1 

,5.2 Issues 

Identify issues, if any, that may occur in executing the recommendation. If 
known, discuss what needs to be done to resolve the issue. If there are no 
issues, so state. 

B- 

e- 

D- 

E- 

F 

Needs Statement 
(refer to an Annex of the Project Management Plan) 

Fusibility Study 
(refer to an Annex of the Project Management Plan) ,.. 

Cost Benefit Study 
(refer to an Annex of the Project Management Plan) 

system specifiufions 
(refer to an Annex of the Project Management Plan) 

Procurement schedule 
(hardcopy and disk) 

Budget Impact Analysis 
(hardcopy and disk) 
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User Interface Design Specifications 

i 

1.0 BACKGROUND 

1.1 Purpose 

State the purpose of the document. For exhpk, the V&rl&zGw 
SpecifTcations d&es the design of both the; input and output requihnents of the 
proposed system. 

1.2 c MethodoIogy Ref- 
-. 

1.3 

1.4 

Identify the phase and the step in which this document is being prepared and 
reviewed. Indicate when this document should be updated. 

Awmptions 

List the assumptions pertaining to the user’s interface, An assumption is a 
statement that may or may not be tme, but must be accepted as at least part of the 
basis for your presentation. 

collsmirm 

Present any known or anticipated constraints to the user interfacing with the 
proposed system such as the type of monitor to be used. 

1.5 Termsand Abbreviations 

Provide the terms and abbreviations that are unique to this document. 

1.6 Rekencu 

Identify existing references which would provide firrther suppofl for this design 

specification. 
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2.0 REQ-S 

2.1 Objoctivcs 

Present the specific objectives the proposed system are to accomplish.’ Refer to 
both the Feasibility Study and the Functional Description. 

2.2 Major Fun&oar 

Highlight the proposed major system functions.and processes described in the 
detailed decomposition presented in the fUnctional description. 

2.3 PerformarMx summary ..- 

Show the linkage of the objectives to the proposed system hnctions. Refer to the 
feasibility study and the functional description. The degree of accomplishing the 
objective represents the quality of the system’s’ performance in satisfying the user’s 
requirement. 

3.0 INPUT DESIGN 

3.1 Pwporc 

Briefly desctibe the user involvement in the interface design of the screens. 

3.2 li&l3OdOlogy 

Describe the steps taken to develop the inputs for the proposed system. The 
description should include such tasks as: 

l 

0 

0 

Identify the data flows on the data flow diagrams that must be 
designed as computer inputs. 
Define input design requirements 
Describe the technique used to prototype the input 

SD16 II 119: i-3 
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3.3 Input s*atioru 

3.3.1 input Identification, 

Based.on the data flow diagrams, ,I@t by name all input product,to the 
proposed system. For each input product (i.e: source documents, input 
screen, fo~%~etc.).:@ssign a code/number that uniquely.idintifies the input. 

‘I ,’ 
3.3.2 Input Products 

._ I ,.. ” 
For each input product named in paragraph 3 .j .‘I, 4.3. I, the foIlowing .e _, elements Should be recorded:’ .’ : : : : . 

;: , 
l Input Product Name ., ‘, l -Identification Number , 
.PUrpOK :,. .-’ 
l Attributes2 i 1 : 

‘ l InputMethod & Medium . 
l Data Flow Diagram Identification 
l Objective 
l System Function : 

If a Computer Assisted System Engineering (CASE) tool is being used, the 
input product can be easily prototyped for review and validation by the 
user. If a CASEitool+ot availabk; the input product should still be 
prototyped; possibly using a graphical user interface program. In either 
case, -the input design specifications must be recorded in a repository for 
later use in the preparation of the required code. These specifications are 
recorded in an encyclopedia when using a CASE tool dr in a relatknal 
databaseprogram if a CASE tool is not available. 

The input products are attached to this doctiment as an appendix. 

: The Input desqn spectficatlons var?; accordmg to the ~‘pc of Input fhts IIS[ IS otiyed as an eUmPle. 

- ~tus lnfomatton should be based on the Entlky Rrlatlonshlp Diapams prepared and dommmd m the 
Datab;isc Speclficatlons Any changes IO the sttnbutes dunnEt the ConsvuCtlOn of the InPut requres an 
update to the database specimkon 
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43.2 Output Products 1 

For each product named in paragraph 4.3.1, the following elements should 
be recorded? 

l Output Name 
l Identificatio,n Number 
l Purpose 
. Attributes 
l Output Method & Medium 
l Data Flow Diagram Identification i- 

l Objective 
l System Function 

j 

(I ,. 

If a Computer Assisted System Engineering (CASE) tool is being used, the 
output product can be easily prototyped for review and validation by the 
user. If a CASE tool is not available, the output product should still be 

1 

prototyped, possibly using a graphical user interface program. In either I 

case, the output design specifications must be recorded in a repository for 
later use in the preparation of the required code. These specifications are I 
record in an encyclopedia when using a CASE tool or in a relational 
database program if a CASE tool is not availabk. 

The output products are attached to this document as an appendix. 

’ The output deslp spcclficatlons vary accordmg to the type of output. l’hs list IS offered as an example 

SD16 II II 91 i-3 

b 





P 
b 

wwww w 
iy$inPLJ k 

. . 

. . . 

. . . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 
. 

.’ 

.  

.  

. . 

. 
. 
. . 

. 
. . 

. 
. . 
. . 
. . . 
. . . 
. . . 
. . . 
. . . 
. : . 
. . 
. . . 
. . 

. . 

. . 

. . 

. . 
. . 
. . 
. . 

. . . . . 

. . . . . . . 

. . . . 
. . 

. . 
. 

. 
. . . 
. . . . 

. 

. 

. 

. 

. 

. 

. 

. . . . , 

. . . . . 

. . . . . 

. . . . 

. . . . . 

.: : 

. . . 
. . . . 
. . . 

. 

. . 

. . 
. . . 
. . . . 
. . . 
. . 

. . 
. . . . 
. . . . . 
.  .  .  

.  .  .  

.  .  .  : .  

.  .  .  .  .  

.  .  .  

.  .  

.  .  .  

.  .  .  .  .  

.  .  .  .  .  .  

.  .  .  .  ‘. 

. 
. 

. . 

. . . 
. . 
. . 

. 
. 

. 
. . . .: 
. . 
. . 
. 
. 
. . 
. . 

. . 
. . 

. . . 

. . . 
. 

. ....... 
....... . 

. 

. . 
. 

. . 

h)Nh) 

. . . . . . 
.  .  .  .  .  .  .  

--C-CCC- - 





ver: x 
Wm. ’ - Pa@: I 

. . 

mP! sP=ificationB *-, ,) . . * .i- ._. 4.. w 3. .-, . . w..., ..’ ‘. : .- ._,.: - z I ‘, . . 

ExEcLmvEsuMMARY 
- 

1.0 BACKGROUND 

I;1 Purpose 

State the put$oti of the document. For exah&, thept+e of the ptogram 
Specification is to demibe the prop design in suficient detail to petnit 
program production by the programmer. ,,,I 

1.2 IT h&hodology Reference 

Identifjl the phase and the step in which this document is being prepared and 
reviewed. Indicate’tihen this document should tkipdated. 

1.3 &su!np~oas ” 
I ‘. 

i ; ” .’ 

List the assumptions penaining’to the program development effort.. An 
assumption is a statement that may or may’ not .be true, but iriust be accepted as at 
least pan of the basis for your presentation. ’ ’ 

,’ 

1.4 collsmhis 
.. 

Present any known or anticipated constraints to developing the program. 

1.5 TeqIqandApmiations ., 

Provide the terms and abbreviations that are unique, to this document. 

1.6 Refhncu 

Identify, existkg refer&ces which would provide,fbrther understanding of the 
program specifications contained herein. 

SD17 II II 9: \‘3 
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2.0 MANAGEMENT 

2.1 Progtamming Team 

List the. members of the programming team and their individual responsibilities. 

2.2 Progmmming Schedule 

Provide the programming schedule. This schedule should explode to a greater 
.detail the programming timeline on the project schedule. 

,. 
” ,,.; 

3.0 ENVIRONMENTS 

3.1 sofhvare 

Provide a description of the software that e!l, be used to develop ,the computer 
programs. Include both support software and test.soffware, if needed. The 
correct nomenclature and documentation references of each such so&are system 
and program should be provided.1 Include reference to the languages (compiler, 
assembler, program, query, etc.) and to the operating. system to be used. If the 
operation of the computer programs to be developed is dependent upon 
forthcoming changes to support software, the nature, status, and anticipated 
availability date of such changes must be identified and discussed. 

3.2 Hardwm 

3.2.1 Development Hardware Environment 

Provide a description of the hardware and operating system that will be 
used to develop the computer programs. 

3.2.2 Operational Hardware Environment 

Provide a description of the hardware and operating system that will be 
used to operate the system in the user’s environment. 

SDI- II 1197 v3 



Date:’ mr~~y~ 
ver: x 
Page: 3 

34.3 Environmental Differences ’ 

: 

If the operational hardware is different Corn, the hardware used in the 
development environment, list the differences. Explain how the E 
difference(s) in hardware and/or operating sy$$tem will be accommodated to ! 
ensure that the programs will run, in the bpiiatiod environment. lfno 
differences exist, so state. : 1 i 

_, ..' 

3.3 Interfaces 
.,, .’ 

Provide a description of the interfaces with other applications programs, including 
those of other ooerational capabilities and from other govetient;drgar&ations. 
For each iriterface;, the following should be specified: ,<. .: 

., I’ ,‘,j . 
l ‘. Type of interface (terminal,, program, itc) >: 
l Description of operational implications of data trtisfer, inciuding 

security considerations 
l Data transfer requirements to and from the subject program (including 

data content, format, and volume), and characteristics of 
communications media/systein used for transfer. 

l Interface procedures 
l Data conversion requirements, if any 

.’ .._ 
3.4 Storage F 

Provide a description of storage requirements for the programs. Include internal 
storage requirements; use of.intemal stoiage and secondary storage .such as disk 
and the estimated quantity of storage required for each. 

i- 

3.5 sewity 

Describe the access levels of the program including the computer program- itself, 
input& outputs, and databases. If there are no security requirements, so state. 

3.6 Data 

Provide a description of the’data environment of the program. Include 
descriptions of the files, tables, dictionaries, program interrelationships with the 
tables, storage allocation and data retention requirements. ” 

* 
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MODULE DESIGN 

4.1 structure cluut’ 

Provide a structure than(s) that. depict the.modules of.the proposed system. 
-Briefly describe the purpose of the high&e! modules. Number the modules and 
sub-modules. The same numbering scheme will be used when developing the 
program&ode. 

4.2 Pseudocode’ /Action Diagrams 
,‘. ,, 

Provide the pseudocode/action diagram associated with each of the modules 
presented in the sttucture than. Computer-AssistedSystems Engineering (CASE) 
tools include the capability for developing pseudocode or action diagrams.. Some 
CASE tools also have a ,graphical capability to create input?process-output (IPO) 
charts. 

APPENDICES 

A- Functional Description 
(refer to an Annex of the Project Management Plan) 

B- system specibtion 
(refer to an Annex of the Project Management Plan) 

C- user Interfhcc Design speeiflutions 
(refer to an Annex of the Project Management Plan) 

D- structure ctl8rts 
(hardcopy and disk) 

E- Pseudo&c/Action Diagmms 

A sfrucure chart IS a diagram that shows the modules and 
rclauonshlp among them Also called a hlcrarchy chari. 

3 

- Pseudocode refers to t!x Enghsh-kc representation of program logic. 
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Project Decision Briefing. 
[Approval to Advance to Development Phase] 

\ 

The Project Decision ,Bxiefing Guidelines: 

l Standard Format 

The GAO standard format for briefing charts must be used. 

l Briefing Charts 

As a minimum, the Project Decision briefing must contain the following elements: 

J Purpose 
J GAO IT Life Cycle Overview 
J Activities Performed 
J Acquisition Review 
J User Interface Design Specifications Review 
J Program Specifications Review 
J Critical Design Review 
J Configuration Management Action 
J Project Budget and Status 
J Project Schedule and Status 
J Project Risk Analysis 
J Regulatory & Policy Compliance 
4’ Decision to Advance to Development Means 
J Issues (if any) 

l Publication 

The briefing charts should be printed using the audience notes format. The number 
of copies depends upon the participants. A copy of the briefing charts, handouts, 
and any speaker notes should be filed in an Annex of the Project Management 
Plan. 
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System Test Plan 

ExEcmwESuMMARY 

1.0 BACKGROUND 

1.1 Rupose 

State the purpose of the document. For example, thepupose of the Test Plan is 
to communicate the natunz and extent of tie tests to beperfonned by the technicaI 
starrdeemed necessary to provide a basis for implementation of the proposed 
system. 

1.2 IT Methodology Reference 

Identify the phase and the step in which this document is being prepared and 
reviewed. Indicate when this document should be updated. 

1.3 Assumptions 

List the assumptions pertaining to the testing effort. .An assumption is a statement 
that may or may not be true, but must be accepted as at least part of the basis for 
your presentation. 

1.4 COXlStdltS 

Present any known or anticipated constraints to testing the proposed system. 

1.5 

1.6 

Terms and Abbreviations 

Provide the terms and abbreviations that are unique to this document. 

Rfzfkrences 

Identify existing references which would provide funher understanding of the 
testing contained herein. 

. 
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l UnitModule Testing 

Unit (or module) testing, the lowest level of t&t&g,’ is perfoonaed to 
ihsv that the unit/module cqnfonns to its specifications and is ready ‘. ,’ 
to be integrated w+ p&er modules. 1 

,, I. ,‘,,,( 
l htefihon Testing I I ~“ ,: : ,_ .“._,‘. 

r ., . . 
htegration tes&n& con&s& bf the systemat cohbination and 
execution of module components to insure that the interfaces between 
the modules are coTzect. , I,, ,‘.:. 

0 Syst;;n Testing 
r 

‘System testing is the process of testing the integrated hardware and 

I 

I: 
, speware system to verify that the @tern meeis,its specified structural 

requirements in the n&work environmeht. ” 
i 

Use’ a sgpar+te paragraph (3.1.1, 3.1.2, etc.) for each Step and describe the tasks 
that are to be accomplished. These individual tasks shciuld taken‘into account 
when preparing the test milestone schedule. ’ ’ 

Testing.Guidelines 

Guidelines should be written for: 

l Program Leader 
l Individual Programmers 

F ‘1 

, 

~ 
‘I 

Each guideline should be documented in a separate paragraph. 

Stotie 

Provide a description of storage requirements for performing the integraticm and 
system test. Include an estimated quantity of storage required for each. 

SecUlity 

Describe the access levels of the program(s) including the computer program itself, 
inputs, outputs, and databases. If there are no security.requirements, so state. 
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3.5 TestData 

Provide a description of the data environment required to perform the integration ’ : 
and system tests, Discuss any data that must be ,loaded prior to performing the 1 

test. State who has the responsibility for loading the test data. This task should be 
included on the test schedule mentioned in paragraph 2.2. Include descriptions of I 
the files, tables, ,storage allocation and data retention requirements. , 

,., .,,, 

4.0 TEST SPECTFICATIONS 

4.1 stnJcture alar? 

Provide the structure chart(s) that depicts the modules of the proposed system. 
Briefly describe the purpose of the high-level modules. Number the modules and 
sub-modules. The same numbering scheme will be used when developing the 
programs/code. This chart was developed earlier in the IE process and 
documented in the Program Specifications; section 4.0, Module Design, paragraph 
4.1, Stnxture Chart. 

Ii 

3 A stnrcture ihart is a diagram that shows the modules and sub-modules used in a system and the 
I 

relationship among them Also calicd a hierarchy chart. 
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Description 

Describe the tests that are used by the programmers in performing the integration 
and system tests. Explain the format of the test scenario. As a minimum the test 
scenario should contain the following elements: 

l Date 
l Test No. 
l Capability (to be tested) 
l Pass & Fail Box 
l Capability Description 
0 >!ote to the Tester 
l Test Scenario Step 
l Test Results 
l IE Process Title & ID’ 
l Tester Name & Date 

If possible, the test scenarios should be divided into two groups, namely: 
integration and system. A description of each test group should be provided and 
followed by the list of test scenarios. 

Tests 

A brief statement is made which indicates that the two groups of test scenarios can 1 
be found in the attached appendix. 

I 

i-- 

APPENDICES 

A- Test Milestone Schedule 

B- Test Scenarios 

’ It is important to relate the capability to be tested to the IE model (Process Model or Data Model). When 
code/data changes are made based on the test results, the appropriate stntctured model must be changed. 
This link between the test scenario and the model provides an audit trail that the update has been properly. 
accomplishecl. 

SD19 11/11197 V3 

--. s 



. . . 

. 



w 
b 

13 
0 

PPU 
N-M 

!T 

? 
tag 
if 

3 

4i 
. 9 . . 
. 
. . 

. 

. 

. . Ii 

. 0 . . . . 

. . . . . . . 3 . . . . . . . 

. . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . , 
. . . . . . . . . . : . . . . . . . . . . . . . . . 
. . . . . . . . 
h)IQ,h) 

c 
iA 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . 

. . . 

. 

. . 

. . . 
. . 
. . 

. . . 

. . . 

. . . 

. . . 
:. 

. . . 

. . . 

. . . 

. . 

. . . 

. . . 

. . . 

. . . 
. 

. . . 

. . . 

. . . 

. . . 
. . . 
. . . 
. . . 
. . . 
. . . 
. . . 
. . . 
. . . 
. . . 
. . . 
. . . 
. . . 
. . 
. . 
. . 

WNNh) 

...... 

...... 

...... 

...... 

...... 

...... 

...... 
...... 
...... 
...... ...... 
...... 
...... 
...... 
...... 

. . 

. . 

. . 

. . . . 
. . . . 

. . . . 

. . . . . 
. . . . 
. . . 

. . . . . 

. . . . 

. . . . . 

. . . . . 
. . . . . 
. . . . . 

. . . . 
. . . . 

. . . : . 

. . . . . 

. . . . . 

. . . . . 

. . . . . 

. . . . . 

. . . . . 

. . . . . 

cccIwcc)cI 

-J-ctJ 
$9: 

-. 
if 

“B 
d 



c 



.’ 1 
$ 

j: 
I ‘ !  

Date: m&Q#). (’ j: 
ver: x 
Page: I 1 

Source Code/Shpt Development : b .‘_ ,:. 
I 

ExEclJTlvESuMMARY 
// , 

.I.0 B&KGROUND : ’ 
‘. ‘. 

1.1 Purpose 

State the purpose of the document. For example, theprupose ofthe Source 
Code/Script Development is, to descn’be the constnrction of the system in I 

suficient dew iI to permit a programmer to uilderstand tie data Row wlhin the 
system fidin thesburce code/snip 

1.2 IT Methodology Reference : 

Identifj;, the phase and the step in which this’document is being prepared and 
reviewed. Indicate when this document should be updated. 

1.3 Assumptions 
I 

List the assumptions pertaining to the development effort. An assumption is a 
statement that may or may not be true, but must be accepted as at least part of the 
basis for your presentation. 

1.4 constlaints 

Present any known or anticipated constraints to development effort. 

1.5 Termsand Abbreviations 

Provide the terms and abbreviations that are unique to this document. 

1.6 R.efkrences 

Identify existing references which would provide further understanding of the 
program modules. 
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DEVELOPMENTENVIRO~ 

2.1 Hardware c 

List the hardware that Was used to develop the software. If the development 
1 

hardware is different than the test and production hardware, explain how these, I 
differences were addressed., This information should agree with the information in 1 
the program specifications. I ,I .I! 

2.2 Sofhuqe .1 .:: , I 
-y/ 

List the software that was used to develop thk proposed system. Include the 
system software (operating systen& etc.) as well as thi programming language. If .’ I- 
a Computer-Assisted System Engineering (CASE) was used to geneiate code. 
Indicate how this was accomplished. If the CASE tool,was not used to generate 
,code;indicate how it was generated and the code’s relationship to the ERD and 
DFD. This information should agree with the information, iq the program 
specifications. ,. 

MODULE DESIGN 

3.1 stlucturechart’ 
I 

Provide the structure chart(s) that depict the modules of the production system. 
Briefly describe the purpose of the high-level modules. The modules and 
submodules have been numbered. The same numbering scheme is used when 
developing the programs/code. The charts. are placed in Appendix A. 

3.2 script comment 

Each,programming midule has’ a standard template that contains information 
about the module. This Module ID section of the script contains the following 
information elements: 

0 Parent ID# 

1 A structure chart is e’ diagram that shows the modules and sub-modules used in a system and the 
relationship among them. Also called a hierarchy chart. 
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l Name: 
l Type: 

l Description 
l DBMS Stored Procedure(s): 
l COTS Interface: 
l DDL/APVSDK: 
l Security: 
l Last Updated: 
. Author: 

Date: &WY 
Va: x 
Page: 3 

The primary key that links the script to the system is the Parent ID#which in an 
interactive system would be the Screen Code established for the specific window 
based on the options selected by the user. This linkage of script to the individual’s 
windows via the Parent IDMScreen Code provides the programmer and the 
configuration manager the capability to maintain the script documentation. As the 
primary key, the Parent ID#/Screen Code allows the programmer to communicate 
to the user what windows need to be tested. 

3.3 security 

The classified components of the module are implemented as directed by the , 
program specifications. This implementation should be noted in the Module ID. If 
there were no security requirements, it is so stated. 

I 
4.0 SOURCE CODE’XRIPT 

A list of the modules are presented and the actual source code is placed in Appendix B. ! 

APPENDICES 

A- Structure Chart 
(hardcopy and disk) 

B- SoundScript (by module) 
(hardcopy and disk) 

SD20 11111i97 V3 





Date: 1 l/1 1197 
Ver: 3 
Page: i 

Functional Test Plan ” 

Table of Contents 

Page 
ExEcuTlvE s UMMARY ............................................. 1 

1.0 BACKGROUND,. ............................................. 1 
1.1 Purpose ................................................. 1 
1.2 Tr Methodology Xeference 1 ................................... 
1.3 Assumptions...............................~ .............. 1 
1.4 Consrraints .............................................. 1 
1.5 Terms and Abbreviations .................................... 1 
1.6 References .............................................. 1 

2.0 MANAGEMENT .............................................. 2 
2.1 TestTeam ................................................ 2 
2.2 ~Functional Test Schedule .................................... 2 

3.0 METHODOLOGY .............................................. 2 
3.1 Testing Process .......................................... : 2 
3.2 TestEnvironment .......................................... 3 

3.2.1 Configuration ....................................... 3 
3.2.2 Test Accounts ...................................... 3 
3.2.3 Storage ........................................... 3 
3.2.4 Security ........................................... 3 
3.2.5 Data .............................................. 3 

3.3 Testing Guidelines ........................................ 4 

4.0. TEST SCENARIOS ............................................. 4 

APPENDICES 

A- Functional Test Schedule 
B- Test Guidelines and Forms 
c- Test S’cenario Form 

SD21 11111/W VJ 
in 

’ 1 





Date: 1 l/l l/97 
Vcr: 3 ’ 
Page: 1 

Functional Test Plan 

ExEcurIvE SUMMARY I 

:. 
1.0 BACKGROUND 

1.1 Purpose 

State the purpose of the document. For example, tie purpose of the 
Functional TCL Plan is to describe the procedures and tesu that will be used to I 
determine whether the proposed system performs the finctions required by the 1 
user to accompfijsb their work. The obiective Of the testing4s to de&onsmte 
tie reIiability and fbnctionaiity of tbe soBware. F 

..’ 
1.2 IT Methdoldgy Refer&e 

/ r ,, 
Identify the phase and the step in which this document is being prepared and 
reviewed. Indicate when this document should be updated. 

1.3 Asurnptions 

List the assumptions pertaining to the testing effort. ,An assumption is a 
statement that may or may not be true, but must be accepted as at least part of 
the basis for yoiir presentation. ,I ( . . 

! .I.’ 
1.4 Constraints 

Present any known or anticipated constraints, to .testing the proposed system. 

1.5 Terms and Abbreviations ‘, 
.I 

Provide the terms and abbreviations that are unique to this document. 

1.6 References 

Identify existing references which would provide further understanding of the 
functional testing contained herein. 
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2.0 MANAGEMENT Ei - + 
2.1 Test Team r- 

List the members of the functional test team and their individual \ 
responsibilities. Explain the expertise the test members should possess. For 
example, each member of the test team should be howledgeabie in the 
following somwre: 

l Windows 3.1 
. WordPerfect 5.2 for Windows 
l Quattro Pro for Windows 
. etc. 

2.2 Functional Test Schedule 

Provide the functional test schedule. The schedule should include time for 
both correcting any problems discovered during the testing period and for 
retesting the system to ensure the problems have been resolved. The functional 
test schedule should be.attached to the plan as Appendix A. 

.‘. 

3.0 METHODOLOGY 

3.1 Testing Process 

State the steps that will be used to test the system. This is done to enable the 
tester to use this document to test the application. For example, tie standard 
testing process in voives the folio wing steps: 

l Testhg the SoBware 

l Documenting eflors 
l Meeting with the technical staff 
l Retesting the software 
l Generating a test report 

Use a separate paragraph (3.1.1, 3.1.2, etc.) for each step and describe the tasks 
that are to be accomplished. These individual tasks should taken into account 
when preparing the test schedule. 

i 
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Test Environment 

3.2.1 Configuration 

3.2 

Document the test environment,configuration, including the network and 
server(s). 

3.2.2 Test Accounts 

Ensure ,&at each member has access Jan account) to the appropriate 
server(s). Identify groups and .the ,test accoqts they need in order to 
test the applications. :, 

3.2.3 Storage 
I 

Provide a description of storage requirements for performing the 
functional .test. Include i,ntemal storage requirements; use of internal 
‘storage and, secondary storage such a$ disk and the estimated ,, 
quantity of storage required for each. 

3.2.4 Security / 

Describe the classified components of the program including the 
computer program it&f, inputs, outputs, and databases. If there are 
no security requirements, so state. 

3.2.5 Data 

Provide a description of the data environment required to perform 
the functional test. Discuss any data that must be loaded prior to 
performing the test. State who has the responsibility for loading the 
test data. This task should be included on the test schedule 
mentioned in paragraph 2.2. Include descriptions of the files, tables, 
storage allocation and data retention requirements. 
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Present guidelines for: 

0’ Test Team Leader’ 
l Individual Tester for Perfnning Fist Round of Testing 
l Individual Tester for Performing Second Round of Testing 
l Inshuctions for tie -Programmer 

Each guideline should’be documented in a separate paragraph. Refer to the 
appendix for the minimum standard instructions/tasks that should be 
documented in each guideline. ’ ’ 

4.0 TEST SCENARIOS 

Provide’a matrix which identifies how thetest scenarios’are related to the specific objectives 
in Section 2, entitled Requirements in the Functional Description 

., 
A brief statement is made which indicates that the test scenarios can be found in the 
attached appendix. 

I  ’ 

APPENDICES 

A- Functional Test Schedule . 

B- Test Guidelines and Forms, 

C- Test Scenario ‘Form , + 
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Instructions for the Test Team Leader % 0’ “ I :’ 

: 
Provide each test(team member a copy of all test scenarios. . 

. 

. Assign the tests to each team member. 
: 

1 

Monitor the testing performed by the individual testers. Provide assistance 
, 

. 

where needed. 

Prepare the necessary test data and have it loaded into the system, 
/ : I F 
f 

. 

. 

. 

. 

. 

. 

. Collect all test results from the second test. 

. 

Collect all test results, and after a review, .record the results on the Overall Test 
Summary. form. (See Appendix B far a sampre form.). 

Prepare a list of failures. : ., 
: 

Make a copy of the failed tests and set up a meeting with the technical staff to 
discuss errors.. 

Provide the failed tests copies to the .technical staff at the meeting. They serve 
as ,incident reports,,, and will ,be used to track thea progress of the problem 
resolution. 

Assi,gn scenarios with failures from the first tests to ,team members for the 
‘second round of testing. 

Redistribute the completed test scenarios from the first test. Those test 
scenarios that’ failed now have an attached Prob,lem Resolution form from the 
programmer. The actions taken by the programmer to resolve the software 
problem are documented on the Problem Resolution form. See Appendix C for 
a sample form. 

Prepare a test report that contains information such as the summary of results, 
the completed test scenarios, and the test group meeting minutes: 



Instructions for the Tester (1st Round) 

. Document the individual workstation configuration (CPU, Printer, etc.) being I 
used for the test. 

k . Perform all tests assigned by the test leader. 
t 

. Follow the test scenarios as written. If a tester finds errors in instructions : E -7 
given to the tester to complete the test scenarios, these errors must be 
documented on the test sheet. The rest results must correspond to ,the actual 
steps/instructions completed during the test. g 

I 
. . 

I 
l Perform tests outside the listed scenarios, if necessary, .but document them 

using the established test forms. 
1 
/ 
/ . Use a “tester disk” (if provided) that contains test data to be used for those test I 

that involve loading &!a from a disk drive. 

. Perform any prerequisite work, if applicable, as documented in the “Note to 
Tester” on each System Test. 

. . Perform the steps listed in the Test Scenario. If a step cannot be completed, 
the test end and the “Fail” column is marked and dated. 

1 

. Document the condition(s) leading’up to a failed step (besides normal’ 
execution of the test scenario) in the Test Results box. 

. Record the test results on the Individual Test Summary form. See Appendix D 
for a sample form. 

. Turn the completed tests and test summary form,over to the test team leader. 
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Instructions’ for Tester (2nd Round) 

. 

. 

. . 

Document -the individual workstation configuration (CPU, Printer, etc.) being 
used for the test. 

Perform any prerequisite work, if applicable, asdocumented in the “Note to 
Tester” on’ each System Test. 

Perform the steps listed in the Test. Scenario. If a step passes after it failed in 
the original test, it should.be marked in the “Pa&column and dated, All 
subsequent steps after an original failed step should be marked and dated, ,If a 
step still cannot be completed, the test ends and the “Fail” Column should be 
marked and dated. 

. 

. Record the test results on the Individual Test Summary form. 

Provide any additional information or the condition(s) leading up to a step that 
failed the second time (besides normal execution of the test scenario) in the 
Second Test Rpsults box. 

. Turn the completed tests and test summary over to the test team leader. 
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